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INTRODUCTION
HOW TO USE
THIS TEXTBOOK

As you are just starting your college journey,
you will encounter many types of teaching
and learning. We want to talk about how to
use this online textbook.
Reflect as you read
This textbook incorporates numerous
reflection activities throughout each chapter,
designed to keep you focused on the reading
and thinking about what you’re learning. You
can complete each of these activities in your
printed Activity Guide.
Engage with the textbook
In Chapter 15, we will provide strategies for
engaging with your reading assignments.
Before you get there, however, we want to
make sure you find a strategy that works for
you to engage with this textbook. You can
print off chapters, take notes on a separate
sheet of paper, or use software that allows
you to take notes right on your computer or
electronic device. The key here is to do more
than just read the material. Instead, you want
to actively engage with it. You’re going to
learn so much more that way!
Ask questions as they arise
If you have questions about the material
as you read, don’t be afraid to ask your
instructor, learning assistant, or your peers.
You learn more when you ask questions,
so speak up if there’s something you don’t
understand.
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SECTION 1:
Introducing the University Community
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CHAPTER 1
DISCOVERING K-STATE
HISTORY AND TRADITIONS

As you read this chapter, you
will:
 Learn the history
of K-State and our
traditions
 Understand our
legacy as a land-grant
institution
 Develop your place
in the K-State family,
through participation
in traditions,
organizations, and
more
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Welcome to K-State! Every K-Stater is
excited for you to start your transformative
journey and we can’t wait for you to get
involved in all that we have to offer. As you
begin this journey, we want to share with you
the rich histories and traditions that make
K-State the university we know and love
today. In learning more about where we come
from, we can understand where we are and
can help shape the future of K-State.

In the first part of the chapter,
you’ll learn a lot about the
history of K-State. After
reading, write a couple
sentences that reflect on
what you learned. Consider
answering the following
questions:
1. What surprised you about
the history of K-State?
2. What is your favorite part of
K-State’s history?
3. What would you like to
learn more about? You can
explore this more during
your time at K-State!

K-State: your first history lesson
Our university began as Bluemont Central College and opened to its first students in 1860. Settlers in
the area valued education and felt that a college was an important addition. Serving first as a primary
and preparatory school for students underprepared for college, Bluemont College was privately run until
1863. At that time, Kansas had already become a state (January 29, 1861—be ready to celebrate Kansas
Day!) and had accepted the Morrill Act, which allotted each state 30,000 acres of land for each member
of the House and Senate. The land, or proceeds from selling the land, could be used to start a college.
With 90,000 acres, the state of Kansas was ready to establish its first college, following the provisions
set forth by the Morrill Act:
“…the endowment, support, and maintenance of at least one college where the leading object
shall be, without excluding other scientific and classical studies, and including military tactics,
to teach such branches of learning as are related to agriculture and the mechanic arts, in such
manner as the legislatures of the states may respectively prescribe, in order to promote the liberal
and practical education of the industrial classes in the several pursuits and professions in life.”
To put it in everyday terms, the Morrill Act aimed to create colleges that focused on agriculture,
engineering, and military training, while not excluding other foundational areas of study that had long
been the focus for higher education. The goal was to offer educational opportunities to a wider variety of
students. These democratic ideals set the stage for the culture and feel of K-State then and now.
At the time, Bluemont College was experiencing financial difficulties. Its board offered 100
acres, a building, and library volumes to the State of Kansas. The State accepted on February 16,
1863—K-State’s official Founder’s Day. On March 3rd of the same year, the legislature passed an act
establishing Kansas State Agricultural College.
Because of the land “granted” to the state through the Morrill Act, KSAC became a “land grant college”.
The first class of 52 students was exactly 50% male, 50% female, and included studies in mental and
moral sciences, mathematics and natural sciences, and music. From the beginning, our university was
dedicated to being a co-educational institution ready to serve all students.
KSAC became Kansas State College of Agriculture and Applied Science in 1931, and Kansas State
University of Agriculture and Applied Science in 1959. Buildings have been added, razed, burned,
and rebuilt. Our mascot started out as a black Labrador named Boscoe (no relation to our current Vice
President for Student Life, Dr. Pat Bosco, but what a coincidence!). Later,
K-State used a real wildcat named Touchdown, and, finally, adopted Willie in 1947. Willie has also
changed significantly.
Throughout the many changes that K-State has seen throughout the years, there are a few things that
remain the same. From our days as Bluemont College to the present, K-State has been committed to
educating and including all students. We have also developed many traditions that honor our history and
will continue to shape our future.
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bags, purple water bottles, purple pens. If it
can be made in purple, you will find it here.
Wear your purple with pride!
Next, you will learn a lot about
opportunities available to you
at K-State. As you read, take
note of anything that sounds
interesting to you, so you can
try it out!

At K-State, we do FRIENDLY
Can’t find the building where you have class
starting in t-minus two minutes? Ask that
person walking by you on the sidewalk. We
have all needed help, and our friendliness
and willingness to help is part of The Wildcat
Way.
K-Staters are known for their friendly
demeanor. Open a door for a fellow classmate
or professor. Direct a visiting family fumbling
with a map. Walk the group of new firstyear students, standing in the quad with a
bewildered look, to the building they need,
then sprint to your own class. Extraordinary?
Nope, just The Wildcat Way!
At K-State, we do PURPLE
Purple Pride ice cream at Call Hall dairy bar.
One of 30-plus flavors, all made by students!
Join more than 20,000 students, alumni, and
fans at Purple Power Play at the Park for
food, fireworks and more at the pep rally held
the Thursday and Friday evenings before our
first home football game.
The Purple Masque Theatre, home to studentdirected performances, is housed in the
renovated West Stadium.
Purple! Purple shirts, purple shoes, purple
10

At K-State, we do the WABASH
After a fire in the 1960’s left the music
department with only one piece of music,
“The Wabash Cannonball” has become an
easily recognizable tune that rouses any
K-State crowd. Stand up, clap your hands,
and get ready to WABASH.
Another great tradition occurs at basketball
games. Students at men’s basketball games
tear up newspapers into tiny bits, throwing
them into the air at the introduction of the
home team. (Forward to 1:20 if you want to
go straight to the paper toss).
At K-State, we are FAMILY
Invite your family to join you for our annual
K-State Family Day to participate in activities
designed to welcome families to
K-State and to introduce them to our history
and traditions.
The Parent and Family Association helps
families of K-State students feel connected
to the University. Access to a hotline and
invitations to family events on campus help
our extended family stay close wherever they
are.
Bill Snyder Family Stadium has been home to
the K-State football team since 1968, and was
re-named in 2005 to honor Coach Bill Snyder.
The stadium is at the center of a growing
athletic complex that includes Bramlage
Coliseum, Tointon Family Stadium for
baseball, the Ice Family basketball practice
facility, a soccer complex, and more.
Many of our facilities throughout the
university include the word “family” to
recognize those who have generously given

of their talent and treasure to K-State, including the new Berney Family Welcome Center that houses
New Student Services and the Career Center. These families have given generously to advance our
university, and it is the community that is formed within those buildings—attending athletic events,
concerts, guest speakers and graduations together—that truly make us K-State.
At K-State, we do COMMUNITY
The Principles of Community were developed in 2017 and endorsed by administrators, students, faculty
and staff. We will explore these principles and how practicing them helps us accomplish our land-grant
mission in Chapter 5.
CAT (Connecting Across Topics) Communities provide the opportunity for small groups of students
to learn together while taking three courses focused around an area of study or a shared interest. CAT
Communities offer mentoring from a professor and an advanced undergraduate Learning Assistant
who shares the students’ interests. They are an ideal place for students to meet each other and to study
together.
You have the opportunity to impact our community here at K-State, through your shared experiences
with others. Whether it be through a love of sports, a passion for social justice, an appreciation of the
arts, a desire to learn about cultures—or a combination—you can contribute to our community that is
open and welcoming, inclusive of all people.
At K-State, we do GREAT FOOD
Remember that Call Hall ice cream? You can also get your fill of fresh-made cinnamon rolls and hot
cocoa (among other mouthwatering goodies) at The Bakery in the lobby of Derby Dining Center and
Cornerstone Coffee and Bakery, just off the lobby of Wefald Hall. Each Wednesday during the school
year, the Bakery Science Club hosts a bake sale where you can stock up on fresh baked bread, monster
cookies, brownies and more. The chocolate milk at the residence hall dining centers is also a student
favorite.
Off-campus, you will find Varsity Donuts, Radina’s Coffeehouse, and Taco Lucha, as well as many other
local eateries and shopping, in nearby Aggieville.
At K-State, we do OPEN HOUSE
Every year, for one Saturday in April, the entire campus throws open the doors and welcomes over
20,000 visitors to see all of the cool projects students and faculty have been working on all year. See
robots in action, watch a glassblowing experiment, ride a weed-eater powered bicycle and enjoy free
food throughout campus. Open House will be held on a Saturday in early April. Look for opportunities
to get involved in your department and student organizations.
At K-State we CELEBRATE STUDENTS
Check in with #kstate, @KState on Twitter and the K-State Today emailed directly to your inbox daily
to see what accolades your fellow students are earning.
Become part of the action by getting involved in research, taking leadership in one of our 500-plus
student organizations, or serving your residence hall, scholarship house, sorority or fraternity through
committee work.
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At K-State, we LEARN TOGETHER
In your K-State First course, gone are the days of lecture after lecture. K-State First courses engage
in co-curricular activities—activities outside of the classroom that support learning and community
building. From rappelling down a cliff and walking the history of the Overland Trail, to participating in
a challenge course side-by-side with your professor and classmates, everyone is engaged in academic
endeavors.
Each year, a committee of students, faculty, and staff choose a common book for the campus. This year,
you received your own copy of this year’s common book. People all over campus have read it, and you
will be hearing more about it in your classes, at campus-wide activities, and during our main event each
year. Some years you will even have the opportunity to hear from the author in a live, on-campus event!
Research opportunities are plentiful for undergraduates, and it’s not just for scientists. Collaborate with
a professor to study sustainable energy, work with preschoolers at the Hoeflin Stone House Child Care
Center, or dream big in the Electronics Design Laboratory. In fact, K-State is working towards being a
Top 50 Research Institute by 2025.
Take advantage of the numerous other opportunities for co-curricular learning offered throughout
campus. Whether it is a Landon Lecture, a class field trip, or a comedy act sponsored by UPC (see the
UPC line-up of presentations, concerts, and more at www.k-state.edu/upc) you will learn just as much
outside of the classroom as you will in it—though it is still necessary to attend class!
At K-State, we SERVE
K-State Proud, a student-led fundraising campaign, has raised more than $1.1 million in its first eleven
years to help fellow students in need. Students raise money through selling t-shirts to wear at a specified
home basketball game and through student donations. That money is used to help fellow students who
are facing a hardship and need financial help in order to stay enrolled at K-State.
Students help students, and students help others. HandsOn Kansas State places students in many service
and volunteer opportunities around campus and in the community. Student Program Coordinators are
available to help you find opportunities connected to your interests and provide service-learning training
when necessary. If you are a service-minded individual, add joining HandsOn K-State to your bucket list
this first semester.
Join a Staley School of Leadership Studies International Service Team to serve abroad. You can master a
language, gain leadership experience, and develop cultural appreciation during a summer of service.
Extend your leadership beyond campus through involvement in the Manhattan Good Neighbor program.
Partnering with the City of Manhattan, Riley County Police Department, USD 383, Manhattan Housing
Authority and others, you can help maintain safe, clean and welcoming neighborhoods for university
students.
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YOU’VE

At K-State, we INCLUDE
From our first days as KSAC, inclusion has
been the K-State way. Throughout our history,
we have maintained a near 50/50 enrollment
of men and women. Our first black alum
graduated in 1899, and presently one of
every five students is black, Asian, Hispanic,
American Indian, Hawaiian/Pacific Islander,
or multiracial.
Military men and women are part of our
K-State family. Our Army ROTC program
earned K-State a designation as a Top 30
College for Military Students in Military
Advanced Education Magazine. The
Air Force ROTC program continues to
commission excellent officers, and the
campus building which houses military
sciences has been renamed General Richard
B. Myers Hall after one of AFROTC’s
distinguished alums and current university
president.
Every year, military men, women and
families are honored at various sporting
events on campus. Many K-Staters have
received the Outstanding Civilian Service
Award, including Jon Wefald, former K-State
President; Briana Nelson-Goff, professor
of family studies and human services and
director of the Institute for the Health and
Security of Military Families; and Todd
Holmberg, Executive Director of McCain
Auditorium.

GOT
THIS!
Now that you’ve read this
chapter, you should be able
to:
 Show knowledge of
the history of Kansas
State University
 Understand that being
a family means caring
for each and every
person at K-State—
even when you
disagree
 Identify a K-State
tradition that you can
participate in as you
find your place in the
K-State Family!

We are excited that you are among the newest
members of the K-State Family! We hope that
by participating in these and other campus
traditions, you can find your place in the
K-State Family.
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CHAPTER 2
DEFINING OUR UNIVERSITY
We hope you are enjoying your first days
and weeks as a K-State student! Hopefully
you have explored some of the histories and
traditions of our university and have found a
few opportunities to start finding your fit in
the K-State Family. As you start exploring
those opportunities, like doing The Wabash
Cannonball, heading to the Rec, joining
an amazing club or organization, getting
connected with faculty-lead research, or
setting yourself up for academic success,
there’s a couple of things you should know.
Kansas State University is a land-grant
institution, and a public, 4-year, R1,
university.

As you read this chapter,
you will:
 Learn what defines
a land-grant, public,
4-year, R1 university
 Explore what
professors or student
worker peers do for
their jobs

So: what does that mean and why does it
matter?
That’s a good question! Knowing what kind
of university you’re attending can help you
understand what kind of priorities faculty will
have, the types of learning that will occur,
what resources will be available, and more
importantly, how you can engage in your
college experience. These factors will help
you to leverage opportunities so that you have
the best possible experience while you’re
here.
So let’s break down the basics:
Land-grant
K-State was actually the first public
institution of higher learning in the state
of Kansas when it opened in 1863. Landgrants were created to provide access to
“practical arts” education to help citizens
live full, professional, and civic lives.
As you learned in Chapter 1, this is an
important part of K-State’s tradition, and
K-Staters are passionate about the landgrant mission. Faculty, staff, and community
outreach offices come together every day
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to support the work to advance the landgrant mission of access and excellence.
Public, 4-year
Historically, as a public university, K-State
received much of its funding from the State
of Kansas. Over time, state funding has
declined, and we rely heavily on student
tuition, grants, and private dollars to support
the day-to-day operations of the university. As
a 4-year institution, we confer baccalaureate
degrees, a degree that signifies the completion
of undergraduate learning.
R1 or Research 1
This classification is given by the Carnegie
Classification of Institutions of Higher
Education and demonstrates that K-State
has a substantial level of research activity.
This means that many of your professors
are working constantly to produce new
knowledge both to advance K-State and
enhance and contribute to their academic
fields.
Understanding what kind of university you’re
attending is important, but it is by no means
the end of learning about your university. As a
student, you can continue to explore in order
to understand the organizational structures
and many ways to navigate university life.
Checking out public resources like the
Kansas State University organizational chart
can further help you understand how we
break down this big system. On the chart,
you can see a thousand-foot view of how
the university works, which areas do what
for students, and how all K-State staff—
including the president, professors, advisors,
student life professionals, and more—fit in to
the university structure.

We’ve just talked through how our university
is structured. Within that structure, we have
faculty members, administrators, graduate
teaching assistants, undergraduate peer
educators—such as a Resident Assistant (RA)
or a Learning Assistant (LA)—and students.
Without investigating these various positions,
it might be tricky to know what different
positions require of their employees.
Before your next class period, choose either a
K-State faculty member or a K-State student
employee. To learn more about what they do,
please complete the following:
Faculty/staff or student employee name:
Job title:
1. What are the stated requirements of your
position?
2. What ‘hidden’ requirements also exist?
3. What is your favorite part of your job?
4. What challenges do you encounter with
your work?
Reflect on the answers you received, using the
following questions:
1. What surprised you?
2. Where might this person fit in the
university organizational chart?
3. How does this person and their job relate to
you as a student?
15

YOU’VE

GOT
THIS!
Now that you’ve read this
chapter, you should be able
to:
 Define what a landgrant, public, 4-year, RI
university is
 Know what your
professors or student
worker peers do for
their jobs
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CHAPTER 3
LEARNING FACULTY
EXPECTATIONS

There are many ways to be a successful
student at K-State, and we’ll examine these
strategies in upcoming chapters (such as
using your strengths or exploring a major).
As you get started, it’s important to take
time to think about how to engage with your
courses—both in and out of the classroom.
Before we explore how to maximize your
K-State experience, understand that K-State
has many resources to help you succeed.
From free tutoring to financial counseling,
K-State has someone to help you with any
situation. To see all of the resources K-State
offers, check out the One Stop Shop for
Student Success.

While reading this chapter,
you will:
 Learn what academic
integrity means and
why it’s important
 Become familiar
with K-State’s online
resources
 Develop strategies
for effective email
communication

In this chapter, we will discuss three key
strategies for making the most of your
academic pursuit: engaging with your faculty
member, understanding K-State’s online
platforms, and practicing effective email
communication.
Engaging with your faculty members
A first step is learning about the people
teaching your courses as they may approach
your class in different ways. The people who
teach your classes might be tenure-track
faculty who have research, teaching, and
service expectations of their appointment;
instructional faculty whose main focus is to
teach courses, or graduate students that are
completing post-undergraduate degrees at
K-State. When you meet with an instructor
for the first time, you might ask, “Tell me
more about your role in the university,” or
“What are your research interests?” Both of
these questions will help you get to know the
person teaching your course, what they value
and love about working at a university, and
how they might approach teaching your class.
Getting to know your professors and
instructors will also help you understand
17

the expectations that they have for you in the classroom and as a student in their course. Students that
maximize all that the K-State experience has to offer also increase their learning by utilizing faculty
office hours, engaging in classroom discussions and asking questions, and generally demonstrating
interest in learning.
Your faculty members also expect you to uphold academic integrity. K-State’s Honor Code states:
On my honor, as a student, I have neither given nor received unauthorized aid on this academic
work.
Let’s break this down:
• “On my honor, as a student…” – It’s up to you to make sure you know if what you’re doing is
cheating or not. When in doubt, talk to your faculty member!
• “…I have neither given nor received” – It’s equally unethical to cheat or to help someone cheat.
• “…unauthorized aid” – You cannot receive assistance that you’re not allowed to have. For
instance, you likely cannot complete an online exam in groups. However, if your faculty member
tells you to work in a group, then completing the exam in a group would then be considered
authorized (allowed) aid.
• “…on this academic work” – Any exam, essay, or other type of academic assignment you
complete for class.
Understanding K-State’s online platforms
It is also important to know about the primary modes of communication and the platforms that you’ll be
expected to use as a K-State student. Understanding which platform to use when, and how to use it to
maximize your time, will set you on a pathway for success right from the start.
KSIS
KSIS is K-State’s internal system. This is what you’ll access to view your student records, see your class
schedule and advisor information, and enroll in classes. Here’s an example of a student’s KSIS page:

When you’re ready to discover who your advisor is, enroll for a new semester, or apply for graduation,
you can find detailed information about how to navigate KSIS.
18

To help you understand how KSIS
works, please log in by visiting ksis.
ksu.edu. Once you’re there, you’ll have
access to a lot of information. Click
on “Student Center,” and then find the
following information:
1. Who is your academic advisor?
2. How many credit hours need to
be completed for you to graduate?
(Hint: this information can be found
in your Degree Audit, or your
DARS report)
3. What email is set as your preferred
method of contact?
4. How many hours of transfer credit
have you brought in?
K-State Online, powered by Canvas
K-State Online, also known as Canvas, is the
platform that K-State uses to provide online
access to your coursework. Each semester,
your K-State Online will populate with your
new classes. Professors and instructors each
utilize the course pages differently, but you
will likely be able to find syllabi information,
grades, assignment guidelines, and more.
Before starting any class, access to your class
Canvas page and make sure you know what
is available. As a small note, faculty members
have a report of who has accessed the Canvas
page (with specific dates and times). That’s
one reason it’s important to actively use
this resource, as it will establish a positive
relationship between you and your faculty
member.

Practicing effective email
communication
Communicating with your professors and
instructors can seem like a daunting task,
but it doesn’t have to be. K-State professors
and instructors are dedicated to your success.
They want to see you engaged in the class,
staying curious about the coursework, and
learning to push and experiment with new
ideas. They want to walk alongside you to
support your academic success. Sending
an email will likely be the best way to
communicate with your instructors outside
of class time and office hours. Sending an
effective email will ensure a timely response
that helps you make progress on your goals.
When emailing, it’s crucial to always keep
your audience and their needs in mind. If
you’re emailing your faculty member, then
they are your audience, or the intended
recipient of the email. If you’re not sure what
your audience needs, you can ask yourself
“What does my audience already know?
What does my audience need to know?”
For example, your faculty member will
know the purpose of the course you’re in, so
you wouldn’t need to remind them of that.
However, they would likely need to know
why you’re writing the email. Is it to ask a
question about class? To set up a meeting?
Whatever the purpose is, clearly state it in the
email.
Faculty members tend to respond well to
concision and clarity in their emails. What
does this mean? It means that if you can say
something in one sentence or one paragraph,
choose to say it in one sentence. This means
that your email will be more to-the-point
(concise) and your audience will have a better
chance of following your ideas.
In terms of clarity, think through how your
audience might perceive your content and
19

take the time to proofread anything you send. Also, consider having someone else read your email draft
before you send it—especially if it’s an email you’re worried about sending.
Finally, consider what tone you use in your email. Emailing is different than texting a friend. When
you text, there’s no need for punctuation, full sentences, etc., because you tend to have a closer
relationship with your audience. Think about erring on the side of being more formal in an email if that
helps.
Structuring an effective email
While each email is different, there’s a general structure you can use to send an effective email.
Address
An address is how you begin an email. This determines the reader’s first impression of you. To be
successful here, you can research the title of the person you’re emailing and use an opening phrase like
“Dear Dr. Smith,” or “Good afternoon Dr. Smith.” For instance, does your professor have an advanced
degree, such as a Ph.D or Ed.D? If so, make sure to use Dr. unless they explicitly say otherwise. Have
a conversation with your professor or instructor to find out how they prefer to be addressed. Some
faculty may want you to use more formal approaches by addressing them as “professor” or “Dr.” Some
faculty might invite you to use their first name. It’s important to ask them.
Message
The message is the bulk of your email, where you describe your purpose for emailing the reader. You
can first introduce yourself (if your reader doesn’t know who you are), and then quickly convey why
you’re writing to them. Professors will notice that you’ve taken initiative if you use more formal
language in your email and provide appropriate information, context, or timelines. If necessary, you
can use a bulleted list to convey a lot of information in an accessible format.
Close
The close is end of an email. Using a send-off like “Sincerely,” “Thank you,” or “Best wishes,” ends
your email with a sense of good will for the person you’re writing to. Emails without a close can seem
unfinished or signal to your audience that you don’t respect them.
Let’s take a look at an example of a successful email from a student to Dr. Willie Wildcat:
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Let’s break down what is effective about this
email:
•

•

•

The email has an address (“Dear
Dr. Wildcat”), and it is specific and
professional. Rather than saying “Hi,” or
“Yo Wildcat,” the writer takes the time to
look up his title (Dr.) and uses that when
addressing him. Additionally, the use of
“Dear” establishes an effective tone for a
faculty audience.
The body text is specific and gets to
the point after a quick introduction. As
a faculty member, you would read that
email and immediately know who you’re
talking to and what need that person has.
Additionally, the tone of the message is
more formal, which maintains a positive
relationship between the reader and the
writer.
The email has a closing (“Thank you,
Kal”) and it is formal in tone. “Thank
you” is effective because it thanks Dr.
Wildcat for taking the time to read the
email.

As a quick sum-up of what we learned: when
in doubt, err on the side of formality, and
always keep the needs of your audience in
mind.

An undergraduate student, Brad, is writing
an email to his faculty member, Dr. Lea
Sarfati. Here’s the email he sent:
Leah, Hey so I’m not goingto class
tomorrow. Tell me what I miss so I
don’t get behind okay – Brad
Equipped with the knowledge you gained
this chapter, please answer the following
questions:
1. What is currently working well in
this email?
2. If you wanted to help Brad
improve his email, what revision
suggestions would you provide?
3. Draft a revised email that Brad
could use.
4. After drafting this email, reflect
on what you’ve learned about
email etiquette. What information
was new to you? What do
you think is most important to
remember?
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YOU’VE

GOT
THIS!
Now that you’ve read this
chapter, you should be able to:
 Define what academic
integrity means
 Navigate K-State’s
online resources
 Write an effective email
to a faculty member
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CHAPTER 4
UNDERSTANDING DIVERSITY
“It is not our differences that divide us. It
is our inability to recognize, accept, and
celebrate those differences.”
		
~Audre Lorde
What does diversity mean?
What is diversity? It is a word you might
hear a lot, but how can we define it in a
meaningful way, and how can we integrate it
into our lives so we’re not just checking off
the “diversity” box?

While reading this chapter,
you will:
 Develop a deeper
understanding of
diversity
 Explore your own
identity
 Discover tangible
benefits of improving
your capacity for
intercultural learning

Diversity, in its most basic definition, is
simply a group of people with different
social and cultural identities working,
learning, playing, and living together. You
might hear the term diversity together with
interculturalism. Here at K-State, and in most
university settings, interculturalism means we
actively work together to foster respect and
understanding of varying social groups, races,
religions, ethnicities, sexualities, and cultures.
We also act on this respect and understanding
by engaging with each other in meaningful
ways.
Highlighted below are definitions for
diversity, inclusion, equity, and intercultural
learning, so you can begin to see the ways
they connect and are incorporated into a
college campus like K-State.
Diversity includes all the ways in which
people differ, and it encompasses all the
different characteristics that make one
individual or group different from another.
It is all-inclusive and recognizes everyone
and every group as part of the diversity that
should be valued.
A broad definition includes not only race,
ethnicity, and gender — the groups that
most often come to mind when the term
“diversity” is used — but also age, national
origin, religion, disability, sexual orientation,
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socioeconomic status, education, marital status, language, and physical appearance. It also involves
different ideas, perspectives, and values.1
Inclusion is active, intentional and ongoing engagement with diversity—inside and outside your
classes and in communities (intellectual, social, cultural, geographical) with which individuals might
connect—in ways that increase awareness, content knowledge, cognitive sophistication and empathic
understanding of the complex ways individuals interact within systems and institutions.2
Equity is the proactive reinforcement of policies, practices, attitudes and actions that produce equitable
power, access, opportunities, treatment, impacts and outcomes for all.3
Intercultural learning is about strengthening your awareness of self, awareness of others, and response,
behavior, and reflection when around people like you or different from you. Intercultural learning is not
about changing who we are or what we value. It is about being able to work successfully in community
with others who are different than us both in
the classroom, professionally, and personally.
When thinking in terms of diversity, inclusion, equity, and intercultural learning, you should not simply
be surrounding yourself with, or “collecting”, people who are different from you, but engaging with
them to understand knowledge and ideas from varying perspectives. This means going beyond checking
off boxes of people in your life, such as “I have a black friend”, or “I have a friend who is gay” and
leaving it at that. We need to be having conversations about what those identities might mean to them or
how it affects their lives.
It is also important to understand your own identity in terms of race, gender, sexuality, etc. Once you
appreciate your identity, you can use that to explore various cultures that you belong to as well. Culture
encompasses the beliefs, arts, and ways of thinking or behavior of a particular group. For example, part
of the culture of K-State is that we are a family.
Some of the forms and categories that we use when discussing identity, culture, and diversity include:
•
•
•
•
•

Race/Ethnicity
Sex/Gender
Gender Identity or Expression
Sexual Orientation
Mental/Physical Ability

•
•
•
•
•

Age
National Origin
Socioeconomic Class
Religion
Political Affiliation

A good way to begin understanding these categories is to explore ways in which they connect to your
own life. Throughout this chapter you will have questions that you can answer to help jump start your
exploration. Take time to reflect and answer when prompted to do so.
1 UC Berkeley Center for Equity, Inclusion and Diversity, Glossary of Terms.
2 Association of American Colleges and Universities. (n.d.). Making excellence inclusive. Retrieved from
http://www.aacu.org/making-excellence-inclusive.
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3 Applied Research Center. (2009). Catalytic change: Lessons learned from the racial justice grantmaking assessment (PDF). Retrieved from http://
racialequity.org/docs/Racial_justice_assessment_loresFINAL.pdf.

Look in before reaching out
Oftentimes when we think of diversity our
minds immediately go to others, and how
they are different from us. However, an
important first step is to look inwards and
examine our own culture, identities, beliefs,
and biases before engaging with someone
else.
Who are you? While this question seems
short and simple, the answer can be difficult
to work through. There are a variety of
different identity categories that influence
the ways that we shape ourselves. These
categories can also inform our actions in the
world and how we respond to those that differ
from us. These include, but aren’t limited
to, race, gender identity, sexual orientation,
physical/mental ability, age, class, region,
and religion. Try to think critically about the
personal values and beliefs you hold.

Free write about the different sources that
influence your understandings of yourself
and of others. Some examples might
include:
•
•
•
•

Parents
Peers
Media (television, movies, social
media, advertising, etc.)
Personal experiences

If you’re not sure of where to start,
consider the following questions:
1. What are some of your favorite
movies, books, or television shows?
How have they helped you to
understand yourself and others?
2. Do you see share values with a
particular comic or film hero?
3. Have you read or seen the story of
someone completely different from
you? Are these messages positive,
negative, or a complicated mixture of
both?
4. What areas of your life do these
sources impact? What do you think
might happen if you challenged the
thinking of one of these sources?
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Another way to explore your own culture
and identity is through creative storytelling.
The “I Am From Project,” created by George
Ella Lyon and based on her original poem,
Where I’m From, will help you to not only
understand some of the things, people, and
institutions that have shaped you, but will
also help you connect to others in your
classroom and community.
Before you write your own poem, check out
sample I Am From poems to see what they
look like.
Visit the I Am From Project website to
explore other stories and ways to engage in
diversity. On the site it emphasizes why these
stories and our ability to interact with oneanother are so important, not only as students,
but as citizens:
“Our deepest hope is to open a way
for We the People to express who this
country really is, what our values are,
and how they unite rather than divide
us. America’s embrace is wide enough
to include all of us if we put our minds
and money to our common welfare.”4

Use the following template to draft your
poem, and then write a final draft to share on
blank paper.
I Am From…
I am from ____________ (specific ordinary item)
From ____________ (product name) and
____________ (product name)
I am from the ____________ (home description)
____________ (adjective), ____________
(adjective), ____________ (sensory detail)
I am from ____________, (plant, flower, natural
item) ____________ description of above item)
I’m from ____________ (family tradition) and
____________ (family trait)
From ____________ (name of family member)
and ____________ (another family name)
I’m from the ____________ (description of family
tendency) and ____________ (another one)
From ____________ (something you were told as
a child) and ____________ (another)
I’m from ____________ (representation of
religion or lack of), ____________ (further
description)
I’m from ____________ (place of birth and
family ancestry) ____________ (a food item that
represents your family), ____________ (another
one)
From the ____________ (specific family story
about a specific person and detail)
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4 “About.” I Am From Project. November 06,
2017. Accessed February 23, 2018. https://
iamfromproject.com/about/.

The ____________ (another detail of another
family member) ____________ (location
of family pictures, mementos, archives)
____________ (line explaining the importance of
family items)

After looking at and reflecting on some of
your influences as you engaged with this
chapter, free write to examine your ideas
and beliefs more critically. Do you hold
any biases or believe stereotypes about
certain groups of people? Where might
these be coming from? How can you
move beyond those?

Try to keep in mind that mere tolerance should not be your end goal. Go beyond tolerance and begin to
respect and celebrate the differences among people. Enhance your understanding, and the ways in which
you learn. Remember that you are not an individual learning in the vast vacuum of space; rather you are
part of a larger community, and other people will help to shape you and the culture you engage with.
Why is diversity and inclusion important for me?
While you’re at K-State, the other students, staff, and faculty are your community. We all have different
backgrounds, but we are working together with the common goal of furthering our education and
continually engaging in critical thinking. This is an easier task when working respectfully with a group
of people. Part of being an educated person is knowing about others and working effectively with people
who are different from you--college is a great place to gain practice for your future professional work
and your place in diverse communities.
While the overall goal is to have communities that are equitable and allow us all to thrive in the world,
research demonstrates that engaging with diversity has direct positive effects on you as an individual as
well.
Some of these benefits include broadening your interests and building social self-confidence by adapting
to unfamiliar social situations, accelerating and deepening your learning by helping you to step outside
of your comfort zone through interaction and collaboration with more people that are different than you,
strengthening your critical thinking skills by seeking out a variety of perspectives to see all sides of an
issue, stimulating creative thinking by generating ideas with others who have diverse perspectives, and
enhancing your career success to prepare you for a global society where you can solve problems and
collaborate with diverse co-workers, customers, and clients.5
5 Cuseo, J. & Thompson, A. (2015). Humanity, Diversity & The Liberal Arts: The Foundation of a College Education (2nd ed.).
Dubuque, IA: Kendall Hunt.
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In a 2013 study, researchers found that frequent diversity interactions fostered considerable growth for
individuals in their leadership skills, psychological well-being, intellectual engagement, and intercultural
effectiveness.6
Some of the specific ways that diversity and intercultural interactions can benefit you are highlighted
below:
Leadership skills
• Consciousness of self – awareness of values, emotions, and attitudes that motivate one to take
action
• Congruence – actions are consistent with one’s most deeply held beliefs and convictions
• Commitment – energy that motivates one to serve and drives the collective effort
• Collaboration – working effectively with others in a common effort
• Common Purpose – working with shared goals and values to achieve the task at hand
• Controversy with Civility – recognition that viewpoint differences are inevitable and that these
differences must be aired with respect
• Citizenship – responsibility for and connections with the community and society
• Change – ability to adapt to environments and situations that are constantly evolving
Psychological well-being
• Autonomy – sense of self-determination and independence
• Environmental mastery – capacity to effectively manage one’s life and surrounding world
• Personal growth – sense of continued growth and development as a person
• Positive relations with others – quality interpersonal relationships
• Purpose in life – identifying and working toward a particular life purpose
• Self-acceptance – positive evaluation of self and one’s own attributes
Intercultural effectiveness
• Relativistic Appreciation – cognizance of both similarities and differences across people and
groups
• Comfort with Differences – level of comfort with diverse individuals
• Diversity of Contact – interest and intent to participate in diverse cultural and social activities
Whether you are wanting to be a great leader, do well in your classes, or just get to know those around
you a bit better, interacting in meaningful ways with people who are different than you can help you
grow. Additionally, this growth happens not when you have one or two interactions with diverse
individuals and groups, but when you have consistent intergroup interactions.
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6 Bowman, N. A. (2013). How Much Diversity is Enough? The Curvilinear Relationship Between College Diversity Interactions and
First-Year Student Outcomes. Research in Higher Education, 54 (8), 874-894.

YOU’VE

GOT
THIS!
Reflect on the skills from the list on the
previous page that you find important
or the ones you feel you would like
to continue to develop while here at
K-State.
After you’ve created a list of important
skills you use and want to explore,
consider the following questions:
1. Which of the skills do you feel like
you already have good practice
with, and how might you maximize
your use of these skills?
2. For the skills you would like to
develop, what steps could you take
to make progress on them?

Now that you’ve read this
chapter, you should be able
to:
 Define diversity and
intercultural learning
 Recognize how your
personal identity
can impact your
perspective and
relationships
 Discuss a plan to
further develop skills
that will increase
your intercultural
appreciation
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CHAPTER 5
EXPLORING DIVERSITY
TOGETHER

“I entered the classroom with the
conviction that it was crucial for me
and every other student to be an active
participant, not a passive consumer...
education as the practice of freedom....
education that connects the will to know
with the will to become. Learning is a
place where paradise can be created.”
		
- bell hooks
How to seek and celebrate diversity
While it may seem a bit daunting to interact
with people who are different than you, the
great news is that being in college offers you
a unique and amazing opportunity to explore
diversity in various ways.

While reading this
chapter, you will:
 Become familiar
with the K-State
Principles of
Community
 Explore additional
opportunities to
keep the learning
going
 Develop ideas
for how to have
courageous
conversations

Kansas State University is committed
to celebrating diversity and inclusion.
This is part of the Wildcat Way and
is emphasized in our Principles of
Community.
Read through the Principles of
Community on the next page, and then
free write with these questions in mind:
1. What does this principle mean to
you?
2. How do you see it being explored,
lived, or examined at K-State?
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K-State Principles of Community
Kansas State University is a land-grant,
public research university committed to
teaching and learning, research, and service to the
people of Kansas, the nation, and the world. Our
collective mission is best accomplished when every
member of the university community acknowledges
and practices the following principles:
We affirm the inherent dignity and value of every
person and strive to maintain an atmosphere of
justice based on respect for each other.
We affirm the value of human diversity and
inclusion for community. We stand united against
all forms of discrimination.
We affirm the right of each person to freely express
thoughts and opinions in a spirit of civility and
decency. We believe that diversity of views enriches
our learning environment, and we promote open
expression within a climate of courtesy, sensitivity,
and mutual respect.
We affirm the value of honesty and integrity.
We will operate with honesty in all professional
endeavors and expect the same from our colleagues.
We acknowledge that we are a part of multiple
communities, and we have an obligation to be
engaged in a positive way with our civic partners.
We recognize our individual obligations to the
university community and to the principles that
sustain it. We will each strive to contribute to a
positive spirit that affirms learning and growth for
all members of the community.
These principles have been endorsed by the
following university governance bodies:
• Student Governing Association
• Graduate Student Council
• Graduate Council
• Faculty Senate
• University Support Staff Senate
Gen. Richard B. Myers 		
President
			
April C. Mason
Provost & Senior Vice President

Where do I start?
In the classroom, through student groups, or
at events, we have the chance to explore our
common humanity and the ways we can work
together to create meaning and shape our
culture while also exploring our differences.
Classes
Within the university you have a unique
opportunity for engaged learning. At
K-State, many different people from varying
backgrounds surround you. A world of
difference is at your fingertips. Actively seek
out any chance you can to learn from those
around you.
When focusing on learning within the
classroom, K-State has an inclusive
curriculum and many opportunities for you to
explore.
The K-State 8 general education program
helps students widen their perspectives,
explore relationships among subjects and
build critical and analytical thinking skills.
K-State 8 exposes students to a broad range
of knowledge in different academic areas. The
program shapes well-rounded thinkers and
helps prepare students for careers, graduate
school and other post-graduate experiences.7
One of the 8 Areas is Human Diversity within
the U.S., in which many classes focus on
diverse perspectives. When deciding on your
class schedule with your advisor you can
actively seek out classes that fall into this
category.

7 “Kansas State University.” General
Education: K-State 8 | Kansas State
University. Accessed March 19, 2018. http://
www.k-state.edu/kstate8/.
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When working with others in your classes, you can use the following strategies to learn cooperatively
and engage with a diverse group of peers in a meaningful way:
•
•
•

Intentionally form groups that include students from diverse cultural backgrounds
Assign interdependent roles to each member to ensure everyone has equal status and equal
opportunity to participate
Pursue a shared common goal through collaboration rather than competition8

Group work like this can help you and the other members to not only complete tasks and reach your
goals, but a chance to have positive interactions that can reduce prejudice and promote friendships.
Co-Curricular Events and K-State 360
Your education does not end once you walk out of those classroom doors. Attending events outside of
the classroom can have a major impact on your ability to navigate difference as well. Check out some of
the various events and activities that are happening on campus on the university calendar.
After attending an event, lecture, workshop, or meeting, take the opportunity to reflect on the experience.
If you attended with a group of peers, get together and process the ideas and cross-cultural experience.
You can focus on the similarities and differences in your own and your group members’ experience
afterward. Some questions you may ask yourselves:
1. What major differences in perspectives did you detect among group members during your
discussion?
2. Were differences discussed sensitively and constructively?
3. What major similarities in viewpoints or background experiences did all group members share?
4. Were there particular topics or issues raised during your discussion that proved important or
relevant for all members of your group?”9
You also have the opportunity to track some of the events you attend throughout your college career
through the K-State 360 program.
K-State 360 is a program designed to provide students with a well-rounded experience of co-curricular
programs with the ultimate goal of helping students stand out to future employers or graduate and
professional schools. Out-of-classroom activities are often as important as in-class experiences.
K-State 360 helps navigate involvement while tracking progress, transforming students into wellrounded individuals. Activities are placed into a series of categories, guiding students toward an
inclusive K-State experience and a developed skillset that will give students an edge.
Once students complete all the category requirements, students will gain the K-State 360 designation to
share with potential employers and graduate schools. Students learn to communicate involvement and
raise their potential through K-State 360.
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8 Cuseo, J., et al. (2016). Thriving in College & Beyond: Research-based Strategies for Academic Success and Personal Development.
Dubuque, IA: Kendall Hunt. Thompson, A., & Cuseo, J. (2014). Diversity & The College Experience. Dubuque, IA: Kendall Hunt.
9 Cuseo, J., et al. (2016). Thriving in College & Beyond: Research-based Strategies for Academic Success and Personal Development.
Dubuque, IA: Kendall Hunt.Thompson, A., & Cuseo, J. (2014). Diversity & The College Experience. Dubuque, IA: Kendall Hunt.

Objectives
K-State 360 will…
• Increase student success through exposure to a wide range of experiences.
• Encourage meaningful engagement through practical applications of skills.
• Prepare students for their post-undergraduate objectives.
• Provide connections within the community and decrease feelings of marginality.
• Further the overall mission of Kansas State University.10
Student organizations
Consider joining or going to meetings and events held by different student groups and organizations.
This is a chance for you to get involved and meet new people!
Examples of student organizations at K-State:
•
•
•
•
•
•
•

Sexuality and Gender Alliance
BSU (Black Student Union)
Asian American Student Union
HALO (Hispanic and Latino Organization)
Hillel (Jewish Student Organization)
Christian Challenge
International Buddies

K-State has hundreds of student groups that you can get involved with. There will be one that is a good
fit for you!
Preventing and responding to discrimination and prejudice
Hate crimes and discrimination are not to be ignored or tolerated. But if you see this happening on
campus, what actions can you take? Again, we ask that you look inward and examine your thoughts and
feelings on the matter. How might you respond to discrimination? What if it doesn’t affect you directly?
Have you ever witnessed harassment? What can you, as a bystander, do to prevent or intercede?
First off, you should know that the institution supports all individuals at the university, and K-State has a
very inclusive nondiscrimination policy:
Kansas State University is committed to nondiscrimination on the basis of race, color, ethnic
or national origin, sex, sexual orientation, gender identity, religion, age, ancestry, disability,
military status, veteran status, or other non-merit reasons, in admissions, educational programs
or activities and employment, including employment of disabled veterans and veterans of the
Vietnam Era, as required by applicable laws and regulations.11

10 “Kansas State University.” About 360 | K-State 360 | Kansas State University. Accessed February 23, 2018. http://360.k-state.edu/
about/.
11 “Kansas State University.” Notice of Nondiscrimination | Kansas State University. August 29, 2017. Accessed March 19, 2018.
http://www.k-state.edu/nondiscrimination/.
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While any instance of discrimination is unacceptable and might reflect poorly on your experience
at K-State, these instances also allow you the opportunity to unite with students, faculty, staff, and
administrators to create a positive impact on your community. Some steps you can take might be to
attend diverse events, training sessions, workshops, symposiums, movies, guest speakers, etc.
Also keep in mind that there are many campus resources available to help you or anyone else that has
had to deal with discrimination or harassment, including the Office of Institutional Equality, the Office
of Student Life, the Center for Advocacy Response and Education (CARE), the LGBT Resource Center,
and the Campus Police.
Courageous conversations
Some issues might be solved or addressed through conversations. It can be tough to start exploring
difference or addressing misunderstandings through these courageous conversations though. You might
be in class, with your roommate, or at a workshop, and a subject comes up that is causing you anxiety.
You might not have had the chance to interact with someone whose perspective and/or culture is so
different from your own before. Or maybe it’s a subject that you feel very strongly about but you don’t
want to get hurt or inadvertently hurt others.
Perhaps your stomach is tight, your heart is racing, and you’re feeling hot. Is it the flu? Maybe. It could
also be your body’s reaction to having to talk about something that makes you uncomfortable. Ugh, why
is it so hard to talk about certain things? We can’t make some of these conversations easier, but we do
have tips for making them more productive.
Steps to a productive courageous conversation
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•

Identify what you want out of the conversation. If the answer is “I don’t know”, it’s a sure bet
that you’ll look a hot mess when you try to talk about it. And it will probably be hard for others
to follow what you are saying.

•

Make it safe to talk. Be mindful of the mental, emotional, and physical safety of you and the
person you are talking to. This means picking a location where the person you are talking to has
the freedom to express themselves without judgement or humiliation. You don’t tell your boo
that they are a bad kisser in front of their friends. And if the person you need to talk to is scary or
makes you feel unsafe, you have that conversation in a public place around other people and not
a small car parked in a dark lot.

•

Ask simple, unbiased, open ended questions (and give people time to answer them). A good
question is, “What do you think of my roommate?” A bad question is, “Why do you hate my
roommate? Is it because they’re gay?” If a conversation is really difficult, folks may need time to
take a breath and think things through so don’t rush them if it takes a while for them to respond.

•

Use I statements. Saying, “You act like...” is an accusation that can put people on edge and turn
them off. “I feel uncomfortable when…” avoids blaming someone and keeps communication
moving forward.

•

Listen. Stop talking, put down your phone (for real, put it down), face the speaker, and truly hear
their words. Listen to them the way you want them to listen to you. Every once in a while, give
a nonverbal signal to let people know you are listening. Better yet, summarize what you heard to
make sure you’re on track. “Ok, so what I hear you saying is...”

Three-F Method
When we are confronted with an insensitive comment (e.g. someone makes a homophobic comment),
it can be tricky to navigate the conversation. However, you can use the “Three-F Method” to shape the
conversation and make it clear that there are ways to grow and change.
Here is the Three-F Method:
1. I felt (in the past) – At this stage, you can build rapport with the person you’re talking to by
explaining a time when you had misinformation. If that time doesn’t exist, you can always
2. I found (out) – During this step, you can provide information about the subject.
3. I feel (now) – At the last stage, you can tell them why their comment might be perceived as
offensive.
Let’s talk through an example. If someone makes a homophobic comment, for instance, you could
proceed as follows:
1. I felt…that way (or have heard that said) when I was younger.
2. But then I found…out that 29% of LGB youth had attempted suicide at least once in 2015
compared to 6% of heterosexual youth.
3. Now I feel…that I have to speak up so no one feels unwelcome or unsafe in our community.
Continue exploring on your own
There are a lot of tools and resources available online to help introduce you to certain topics that you
might be unfamiliar with. However, the deepest learning happens when you are interacting with others,
so while this is a good step, it shouldn’t be your only step into diversity exploration.
Using the tools, resources, and strategies within this chapter can help you to meaningfully engage with
a diverse range of people while you’re at K-State. Developing these skills will positively impact you
beyond college and into your career and your community once you leave campus.
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We have compiled a few videos that might help you get started as you explore further. Some are more
lecture-based, others are stand-up comics describing their experiences, some are more news-oriented.
This is by no means an extensive list, but we hope it’s a fun and interesting place to start!
General
•
•
•
•
•
•
•
•
•
•

Race
•
•
•
•
•
•
•

The Danger of a Single Story
A Class Divided
Cultural Diversity Examples: Avoid Stereotypes While Communicating
Do One Thing For Diversity and Inclusion
If the World Were 100 People
The European Refugee Crisis and Syria
Explained
Generation Gap
Defying Definitions: Exploring Identity,
Stereotypes & Diversity
Diversity: Overcoming Stereotypes
Holding to Purpose: “Overcoming Stereotypes”
What Kind of Asian Are You?
Margaret Cho – Racism
Wanda Sykes – Dignified Black People
Dave Chappelle – Racism
Last Week Tonight with John Oliver –
Dressing Up As Other Races (How Is This
Still a Thing?)
Kids React to Controversial Cheerios Commercial
Race on the Oprah Show: A Twenty-Five
Year Look Back

Sexuality and Gender Identity
•
•
•
•
•
•
•
•
•
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Wanda Sykes – Gay vs Black
Key and Peele – Gay Wedding Advice
National Equality March Rally: Staceyann
Chin
The Trans Panic Epidemic: The Daily Show
Love Has No Labels
Conversion Therapy – ImFromDriftwood.
com
When Did You Choose To Be Straight?
Sex & Gender Identity: An Intro
Zach Wahls Speaks About Family

Gender
•
•
•
•

Miss Representation
Tony Porter – A Call to Men
SNL – Welcome to Hell
SNL – The Handmaid’s Tale

Ability/disability
•
•
•
•

Daily Mail – The Department of Ability:
Comic Book Challenges Disability
Maysoon Zayid – I Got 99 Problems…
Palsy is Just One
Stella Young - I’m not your inspiration,
thank you very much
The Daily Dot - 7 reasons you should be
watching disabled comedians on YouTube

Use the following questions to reflect on
what you choose to watch:
1. What perspectives are being shown?
2. Do you identify with one or more of the
people/characters?
3. Do you have any personal experiences
similar to what is being discussed? How
do your experiences differ?
4. What is the central issue being
explored? What seems to be the root of
the problem?
5. How might this issue be solved or
addressed in a meaningful way?
6. If the issue isn’t addressed, what are the
future consequences?

YOU’VE

GOT
THIS!
Now that you’ve read this
chapter, you should be able to:
 Discuss the K-State
Principles of Community
and how you see the
principles in action.
 Identify a class, a cocurricular activity, and
a student organization
that would connect you
with another culture
 Feel more prepared to
engage in courageous
conversations
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SECTION 2:
FINDING YOUR PURPOSE
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CHAPTER 6
FINDING YOUR WHY
If you ask yourself what you’re doing in
college, your reasons could include one of the
following:
•
•
•
•

Earn a degree
Get a job
Make friends
Explore new ideas and careers

These reasons (and more) are all wonderful—
but they are not enough to motivate you to get
through the next four or so years of college.
If you ask yourself why you’re in college,
does your answer change?

While reading this chapter,
you will:
 Explore how college
success is dependent
on knowing your
purpose
 Learn how to find
your why (finding
your purpose)
 Discover a useful tool
to set goals that are
fueled by your why

For example, why do you want to earn a
degree? Perhaps you are the first person in
your family to go to college and you want to
make your family proud. Maybe you want to
be a doctor so that you can help others, just
like the doctor who took care of a sick family
member when you were younger.
There are many reasons that people choose
to be at K-State. Two students could have the
same goal of earning a degree but have very
different reasons as to why that is important
to them. On the other hand, it is entirely
possible that you don’t know yours yet—
and that’s okay! College provides a great
opportunity to explore different ideas and
experiences.
A secret to college-level success is a process
called finding your why. Finding your why
is discovering what drives you, what makes
you feel alive, or what inspires you to keep
moving forward. For example, why you want
to receive a degree, why you want a particular
job, why you want to make friends here.
When we work to find our why, we surface
values, perspectives, and ways of being that
motivate us and show us what is important.
This internal, values-driven motivation is
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also known as intrinsic motivation. Intrinsic motivation is when you motivate yourself based on internal
goals. This form of motivation keeps you moving toward and making progress on your goals even
when you’re stressed out, losing focus, or just tired. Knowing your why can help you find sustaining
motivation to accomplish your biggest dreams. Once you dig deeper and know what motivates you, you
are able to set specific, achievable goals and make your college experience much more satisfying and
worthwhile.
Take a look at the following two student examples. When reading, observe what Dan and Haley consider
to be their purpose and also why this is their purpose:
“I came to college to open myself up to opportunities and enhance my future success. I was
eager to learn both material in the classroom and the lessons it had to offer outside, something
that you can only attain by attending a university. Personally, my passion has been teaching. I
have a desire to learn and by getting my teaching degree hopefully I’ll be able to achieve that by
learning from my students each day. I also enjoy helping others, specifically assisting them to
reach their highest intellectual potential. If everything goes according to plan, I’ll be graduating
with a Bachelor of Science dual degree in History and Secondary Education next spring.”
– Dan Geist
“When deciding what I wanted to pursue in college, I realized there were three themes I was
unwaveringly committed to: creativity, culture, and compassion. I sought a place where I could
live out these values alongside other passionate people who desired to solve problems creatively,
engage with culture curiously, and serve their communities selflessly. At K-State, I found this
community in the residence halls, in the classroom, and in the studios alongside upperclassmen,
professors and classmates who are dedicated to each other’s welfare and growth.”
– Haley Weinberg
Now that you’ve read student examples, it’s your turn to explore your own purpose.
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Using the chart below as an example, think through reasons that you are here in college. Then (and
this is the important step), explain why this reason is important to you. This is the process of finding
your why. If you’re unsure what your why might be, you can refer back to the student examples.

Reason You’re
at K-State

Your Why

I need a degree.

I need a degree because I want to help make positive changes to support
youth in the city where I grew up. A position that I could potentially apply for
requires a degree.

For the next part of the activity, choose one of the reasons you listed that is the most important to
you—keeping your why in mind—and write a strategic goal that you can accomplish. You can use
the chart below as a guide for your reflection.

Reason You’re at
K-State

Your Why

Goal

I need a degree

I need a degree because I want
to help make positive changes to
support youth in the city where I
grew up. A position that I could
potentially apply for requires a
degree.

By joining student government, I
can get experiences advocating and
learning about government process.
It will also help me get connected at
K-State.
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YOU’VE

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:
 Describe how college
success is dependent on
knowing your purpose
 Begin to explore your
why and find your
purpose
 Set goals that are fueled
by your why
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CHAPTER 7
DISCOVERING YOUR
STRENGTHS

As you read this chapter, you
will:
 Learn the
CliftonStrengths for
Students philosophy
 Learn how to take
the CliftonStrengths
for Students
assessment
 Explore how to
leverage your
strengths to reach
your goals

Picture this scenario: Everyone in Jenae’s
group project is competitive and goaloriented. To complete the group project, they
develop a list of ten things that each group
member has to do to contribute to stay on
task and ask everyone to compete to see who
can complete all their tasks first. Jenae, on
the other hand, is not motivated by checking
tasks off a to-do list and would rather work
at her own pace. By trying to adjust her work
preference to check off the items on the list
like everyone else, she realizes that she is
getting behind and can’t seem to find time to
work on the project.
However, Jenae is also an empathetic person.
Instead of checking off her list, she decides
to think about the project from her group’s
perspective by deploying her empathy. When
she begins to empathize with the group, she
understands why the project is important and
realizes she doesn’t want to let her friends
down. By finding motivation in empathizing
with the group, she can focus on the task at
hand and makes it through the list. You can
think of this as being people-oriented rather
than task-oriented.
This example demonstrates the philosophy
that is the premise of the strengths-based
approach to learning. CliftonStrengths®
for Students is a self-reflection assessment
that determines 5 strengths that are uniquely
yours. The basic premise of this approach
is that by focusing on what you’re good at,
you can maximize your success and perhaps
compensate for other areas.1
Some people might view Jenae’s noncompetitive nature as a deficit, but we can
actually see this as an advantage. In the group
work example, Jenae focused on the strength
1 CliftonStrengths for Students: Your
Strengths Journey Begins Here. (New York:
Gallup, 2017), 10.
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of empathy rather than worrying about the lack of achiever. Utilizing the strength of a natural talent
rather than spending energy elsewhere helps to accomplish the same goal more efficiently. This process
is a strengths-based approach.
Let’s take organizational strategies as another example of using your personal strengths. If you’re
someone who likes to plan ahead and organize information, an arranger, using lists or a planner could be
a good way to maximize this strength. However, waiting until the last minute would not be a successful
strategy for you. Alternately, if adaptability is one of your strengths, you may find a general timeline
to be more useful. Learning how to use your strengths to accomplish tasks and overcome challenges
will help you in all areas of life, including helping you to be well-received in an interview, navigating a
challenge with roommates, or meeting a tight deadline at work.
K-State provides access to the CliftonStrengths® for Students for every first-year student because we
believe in the power in knowing ourselves and our talents. Learning about your strengths is a first step
in maximizing them to accomplish the goals you’ve outlined for college, completing tasks, and finding
lasting intrinsic motivation. Knowing your strengths helps you enact your why.
Are you ready to find out YOUR strengths?
Please follow these steps to find your access code and take the assessment prior to your next class period
(these steps are also available at the K-State CliftonStrengths® for Students website, which includes
screenshots to help you visualize the process):
1. Sign in using KSIS.
2. From the navigation bar, select: self-service – student success – StrengthsQuest.
3. Highlight and copy your StrengthsFinder access code from KSIS.
4. Navigate to Gallup’s website.
5. Paste your access code and discover your strengths!
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Right after taking the assessment, list out your top five strengths. Additionally, reflect upon how
accurate you think the strength is. You can use the chart below as a guide.
Strength

Initial Impression

Achiever

I’m not sure if this describes me because I don’t check
things off a to-do list.

After you finished the assessment, you received a report that described each of your top five
strengths in detail. Read through this report carefully, and write a definition of each strength in your
own words and how you see it applying to your life. Consider how you interact with your friends,
family, coworkers, professors, etc. so you have a wide range of contexts in this application question.
You can use the chart below to formulate your answer.

Strength
Achiever

Your Definition

How it Applies

In my daily life, I’m hyperSomeone with the achiever strength
organized with everything I do.
might be really organized and
driven by finishing projects.
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YOU’VE

GOT
THIS!
Take one of the goals you identified last
chapter. Then, write how you would use
each of your strengths to achieve that goal.
Below, we provide an example of what this
reflection might look like.
Goal: By joining student government, I can
get experiences advocating and learning
about government process. It will also help
me get connected at K-State.
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Strength

How you would use this
strength to achieve your
goal

Achiever

I can use my achiever
strength to create a checklist of membership responsibilities for joining SGA.

Now that you’ve read this
chapter, you should be able to:
 Describe the
CliftonStrengths for
Students philosophy
 Take the CliftonStrengths
for Students assessment
 Know how to leverage
your strengths to reach
your goals

CHAPTER 8
Defining Self-Concept,
Self-Efficacy, Self-Talk,
and Self-Agency

When you think about your success at
K-State, what are the words or images that
come to mind? Does your vision include:
•
•
•

academic performance in your
coursework or area of study
making friends and memories
overall happiness and satisfaction with
your time here?

All three are logical conclusions, and the
three are closely related.
How often do you consider that your ways
of thinking—your behaviors, beliefs, and
attitudes—contribute immensely to overall
success and emotional wellbeing?
As you read this chapter,
you will:
 Understand key
terms associated
with behaviors
necessary for
success in college
 Develop skills for
gaining perspective
in academic
disappointments
 Utilize feedback,
both internal and
external, to correct
or avoid future
setbacks

Starting at the university is a completely new
experience. Within a handful of weeks of
arriving at K-State, everything from the way
you live and share space with others, to the
way you learn, is completely turned on its
head. And yet, no one teaches you “how to go
to college.”
Many of us, for better or worse, learn how to
go to college through trial and error, which
sometimes includes poor grades or even
failure during the first semester. From those
experiences, you adjust your approach. You
might change up your class attendance, how
you study and manage time, or even the major
you chose upon entry.
The next two chapters are dedicated to the
question of what it means to be a successful
student. We won’t be as concerned with
the technical details about what this looks
like in a given class. Instead, we will
focus on student behaviors and attitudes.
Specifically, we will discuss self-concept,
self-efficacy, self-talk, and self-advocacy,
and in the next chapter, metacognition. If
you don’t understand what these terms mean
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right now—that’s okay! We’ll explore their
meaning together throughout this chapter.
Student behaviors and attitudes
Ultimately, the goal of this chapter seeks
to demystify the behaviors of a successful
college student to one simple truth: Your
success isn’t based on your natural abilities,
but how you equip yourself with the right
tools for your success based on the question
or challenge in front of you. This idea
compliments what you just learned in the
last chapter about your top five strengths, but
focuses on the behavioral practices mentioned
above.

As you read this chapter, come up
with a definition for the following
terms in your own words. You’ll know
the definition is right if you can easily
explain what it means to someone
who hasn’t heard of it before!
1. Self-concept:
2. Self-efficacy:
3. Self-talk:
4. Self-advocacy:

Self-concept
The first semester of college may carry a
unique set of bumps and bruises, namely to
our self-concept, or how we view ourselves—
built from the beliefs one holds about oneself
and the responses of others. In this new
learning environment (college), we invariably
take on some risk through our choices. For
instance, we have a set of expectations as to
what studying and time management might
look like, but in practice, we have no idea if it
will work here in this new setting.
Self-efficacy
The first set of mid-term or quiz grades can
often be the most brutal, even if you are used
to seeing fairly good scores next to your
name. But with all the “newness”, there is a
lot of room for missteps. The reason someone
might miss the mark could be personal
(priority was not on coursework and skipped
some classes), or it could be academic
(they simply did not know how much
studying would be required to demonstrate
understanding of the material on the test).
In these hypothetical scenarios, you have a
couple of choices in how to make sense of
this information. It might cross your mind
that you are not “engineering” or “ag” or
even “college” material and throw your hands
in the air. With this choice, you confirm all
the worst conclusions about yourself and
what this experience entails. When things
get tough, it may be easy to begin to doubt
things like intelligence and ability in the face
of adversity. Choosing to view obstacles as
failures makes you lose your sense of selfefficacy, or the ability to believe we have
what it takes to attain our goals, both large
and small.
Or you could place this small experience
within the grander scope of going to college.
You could analyze what has gone wrong, and
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what might need to change. Surely, you are not the first student ever to do poorly on a Chemistry quiz.
What can you do? And does this thing that needs changing start with you and your personal behaviors or
with the complexity of the material and how you learn it?
Self-talk
In this latter instance, a student employs self-talk practices, an internal conversation for encouragement
or motivation, to maximize possibility. Despite what you may think, failure is not final; instead, it is the
pathway of development and growth. A bad grade doesn’t need to be the end for someone who focuses
on developing their inner capacity for self-efficacy. People with this ability to believe in themselves look
outward and inward for solutions, because a specific combination may be needed to move forward. For
example, students with high self-efficacy would gather information about their study habits, the time
spent studying, and maybe visit with fellow classmates or a tutor to gauge if it was a personal behavior
or the actual material that is the root problem. This serves as an opportunity to challenge existing
assumptions and behaviors and then make the necessary adjustments to attain a desired outcome.
Self-advocacy
Enter self-advocacy, or the ability to affect our life circumstances or stand up for yourself. Once you
have reminded yourself that you are not the first human to flub formatting a paper during the first year of
college, you may have to do some damage control.
When you make a mistake in this new environment, it may feel unfamiliar or uneasy reaching out for
help. Up until now, you have spent 12 years of schooling with a very different expectation for support.
In high school classrooms, teachers adjust their instructional methods when they observe there is
confusion amongst their students. In the university environment, you are responsible for diagnosing
confusion. In order to correctly diagnose this confusion, you may want to reach out to those people
on campus who can best help you clarify your learning: professors, TAs (Teaching Assistants), LAs
(Learning Assistants), or tutors.
It isn’t always possible to erase the error—in some cases, this won’t even be a possibility based on a
professor’s grading expectations for a course. However, in some instances, simply reaching out and
seeking clarity may offer some insight into how the error occurred in the first place. Similarly, learning
where you got off track can add a whole host of solutions to your repertoire on how to adjust or correct
your understanding and preparation.
This information has been pretty hypothetical. Let’s explore some common first-year scenarios on the
next page.
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YOU’VE

GOT
THIS!
This chapter has required some critical
thinking. Let’s break down these ideas
into lived practice. After reading each of
the scenarios, write a couple of sentences
in response to the questions we pose.
Scenario 1
You are taking Geology 103 (lab) and
you show up on the third week having
printed the incorrect materials for today’s
lab. Your professor sends you to Hale
Library to print the right one. This takes
nearly 40 minutes roundtrip, leaving you
with insufficient time to complete the
activity.
1. What do you do?
2. Where can you get answers?
3. What are your options?
Scenario 2
You are enrolled in Expository Writing 1.
You are fairly confident in your reading
and writing abilities. You attend all of
the classes and engage in discussion. You
begin your first paper a couple of days
before it is due. You are rushing the night
before to make content and copy edits in
order to turn in a well-written essay. You
receive a C as your first grade.
1. What do you do?
2. Where can you get answers?
3. What are your options?
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Now that you’ve read this chapter,
you should be able to:
 Define self-concept, selfadvocacy, self-talk and
self-efficacy.
 Look at academic failures
as learning opportunities
 Use feedback to develop
strategies for future
improvement

CHAPTER 9
Exploring
Metacognitive
Practices in Learning

As you read this chapter,
you will:
 Learn what it
means to think
metacognitively
 Learn ways
to practice
metacognition

Up until this point in your educational career,
you have been asked to perform in the role
of a very specific type of student. In high
school, whether it was for AP Language,
Government, Biology or Freshman English,
your ‘job’ was fairly clear cut—attend to
what is happening in class, be engaged
with the unit, listen and problem solve with
your teacher/others, and perform well on
assignments and exams.
Metacognition
Very seldom in this type of learning
environment were you asked to think about
your own thinking, or practice what experts
call metacognition, regarding your learning
practices. This was baked into the cake. Your
teachers were grade-level content specialists
and knew a thing or two about pedagogy,
the practices of teaching. Thinking was
built into the processes and practices of
skill development that enabled you to be a
successful student.
This has all been turned on its head in
college, especially in the notorious lecture
course. Now you are in the driver’s seat of
managing your learning and knowledge—and
it is coming at you fast.

Let’s pause for a second and reflect about
thinking—or practice metacognition.
1. When you look back to your
high school experiences, what
expectations were placed on you?
2. By contrast, what expectations
have you noticed during your first
semester of college that have differed
from your high school experience?
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Students often describe their first couple of weeks of college coursework as surreal. Even if they were
high-performing students in high school, they now have to sift through large amounts of reading,
synthesize lectures and online materials, and devise a method for how to take abstract, theoretical
concepts and apply them on their own through problem sets or extensive formal essay writing.
While in high school, your teacher likely introduced a concept, walked you through how to apply the
concept, and provided repeated opportunities to practice application, whether through homework,
worksheets, or practice essays. This process also included opportunities for feedback and corrections.
College-level learning requires you to fill in many of those in-between steps on your own, A professor
may introduce a concept, work through a few problems in class as a road map, and then move on. The
practice and seeking opportunities for feedback and corrections are now your responsibility.
In college, faculty serve a different role in learning. Additionally, college requires a different set of
expectations for what learning looks like and the role students play in their own knowledge and sensemaking process.
You have now become the manager of your own learning. This is a perfect point to begin to ask the
million-dollar question: “What is being asked of me?”
Each discipline you study has its own unique set of knowledge, questions, and tools for creating
understanding. As a successful metacognitive learner, your job is to figure out how to embrace the
thinking of the discipline you are learning and use those unique skills and tools to make meaning, solve
problems, or whatever task is asked of you.
Whoa! That’s a lot to digest. Let’s look at an example.
In high school history, you likely learned information that was transmitted by your teacher. In particular,
you made sense of a historical moment, for example the Civil War, by learning about what happened,
who was involved, and what events had a significant impact on the course of history. You often did some
reading and memorized important dates. Then you demonstrated that you knew the information about
the Civil War on a standard, multiple choice exam. You may have gone farther and complicated the ways
people ‘remembered’ the Civil War by reading contrasting viewpoints or historical accounts. All in all,
you worked with others, including your teacher, to create meaning and understanding.
In your college US History class, your teacher functions less as the container of knowledge and more as
a guide. Here you must build from the ground up, forming a broader idea of “What is the Civil War?”.
This might require you to think, like a historian, about the social, economic, and political conditions
that shaped peoples’ experiences and choices during that time. You may be given multiple, competing
readings that do not create a clear picture of what was going on. You will have lectures, notes, and
prompts on how to make sense of all that you have learned, but ultimately the thinking is your own. You
could still see the familiar multiple-choice exam, but there is a lot of variation in how faculty choose
to have you demonstrate your understanding. You may be asked to complete oral exams, presentations,
essays, and group projects during your time at K-State.
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Metacognitive learners, no matter the
situation, use questioning and reflection to
piece together what is happening in front of
them, and their own internal sense-making
process.

by your professor on an assignment. Being
a successful college student has everything
to do with how you manage yourself and
the material from your classes in this new
challenge called “going to college.”

Metacognitive practices
This sense-making process will be context
and content dependent. However, some
common behaviors among successful
metacognitive learners are:

Consider yourself a scientist in the
experiment of life as a college student. Over
the next 4 years, you will be collecting
information on how to do a vast number of
unfamiliar things—living with hundreds
of people, managing your time to study for
numerous classes, gauging which information
your professors will highlight on mid-terms
and how you will be asked to demonstrate
your understanding. In each instance, you will
have a hypothesis of what this might look
like and you will test it. “I study like this for
Introduction to Biology.” “I plan an essay for
Expository Writing using these resources.”

•

•

•

Making a plan on how to learn
o Note-taking strategies
o Synthesizing material across
learning environments
Monitoring learning
o Questioning/find confusion
o Seeking outside assistance to
clarify understanding
Evaluating what was learned
o Making connections

The management of one’s learning is timedependent as well. This is happening at
each interaction with the content: reading
independently, listening and taking notes in
class, and studying for finals. Rather than
cramming understanding or finding meaning
at the end of a given set of concepts, the
learning is spread out over time through
the successful student’s interaction with the
material This often leads to deeper meaningmaking, and increased confidence when it
comes to testing.
In the past two chapters, you have explored
some of the important tools of the successful
student, namely self-efficacy, self-advocacy,
and the complementary metacognitive
practices that support learning. As you have
likely concluded, acquiring these ways of
thinking, and the accompanying skills and
behaviors, has little to do with your specific
coursework, or the questions being asked

After some time, you will begin to build up
some information about yourself and this
system. This information will confirm that
you are indeed onto something—that your
thinking, skills, and behaviors are confirming
what you thought was needed in Introduction
to Psychology or Physics 1. Other data will
indicate that you need a different, improved
hypothesis—a different combination of
thinking, skills, and behaviors.
You may feel like you have failed when your
data indicates you need a different hypothesis.
Failure, missing the mark, getting more
data—whatever you want to call it—is an
opportunity to reflect on all the parts that go
into being a successful student, and make
the necessary adjustments. Given that no
one has ever taught us how to “do college”,
this experimental approach allows each one
of us the space, flexibility, and time needed
to grow, and that’s all learning really is—
growing into a stronger, more knowledgeable,
capable human.
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YOU’VE

GOT
THIS!
To reflect on this chapter, consider
what information you have taken in
throughout your first semester.
1. What do you enjoy doing?
Where have you succeeded?
2. On the other hand, what has
been challenging? Where do
you have room to grow?

Now that you’ve read this chapter,
you should be able to:
 Define and explain what
metacognition is
 Practice using
metacognition in your
college experience
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CHAPTER 10
Finding or
Maximizing a Major

As you read this chapter,
you will:
 Find a major that
works for you—or
confirm you are in
the right major
 Develop a degree
map to insure you
take the necessary
courses
 Consider extracurricular activities
as strategic
benefits to your
college and
professional
success

Finding a major that works for you
You may have a very clear vision for your
future, or you may have no idea what you
want, or you may be somewhere in between.
All of those are totally normal! It’s also okay
to change your mind. Honestly, there are an
endless number of careers, and there’s many
you’ve probably never heard of that would
be a great fit for you. You might be surprised
about the variety of majors that can lead you
down your desired path. Did you know there
are K-State graduates with English degrees
who went to medical school and became
doctors? Your college major does not lock
you onto a single career track for your whole
life, so find a good fit for your interests and
strengths. Finding a major that interests you
and capitalizes on your natural abilities will
make it easier to find success.
The first step to finding your fit is considering
who you are:
• What are you interested in (subjects,
impacts, etc.)?
• What skills, abilities, or aptitudes do
you have?
• What is important to you/what do
you value (family, financial stability,
freedom)?
• What do you not enjoy that you would
like to avoid, if possible?
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Go to the Bureau of Labor Statistics
Occupational Outlook Handbook. Use the
search in the top right to find a specific
job, or explore one of the occupation
groups until you find a career that looks
interesting. Once you’ve found a job, click
through the tabs (especially Summary,
What They Do, and Work Environment) to
explore whether the job suits you. For this
job, respond to the following questions:

From this brief exploration, do you feel that
you’re in the right major? Are there instances
that a specific major isn’t required for your
field? If you’re feeling uncertain about
your major, use the Career Center’s Career
Exploration resources. Through the Career
Center you can:
•
•
•
•
•

1. Which of your skills, abilities, and
aptitudes are used in the job?
2. How do you see your personal
strengths applied in this job?
3. What skills are necessary for the job
that you may need to develop?
4. Are there any job responsibilities that
you feel opposed to performing?
5. Does the work environment appeal
to you and fit the lifestyle you want?
Write a paragraph explaining in what
ways it fits and doesn’t fit your desired
lifestyle. For example, if the job
requires you to spend weeks traveling
abroad, you might not be able to take
care of the dog you’ve always wanted.
6. What does the Job Outlook tab
indicate about the future of that
career?
Now click on the How to Become One
tab and write a short description of the
pathway to the job. Specifically list at least
three majors that can lead to that career
path.
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Take free career assessments
Explore available majors and careers
Attend Major, Minors, and More! – an
annual exploration event, typically in
October
Enroll in EDCEP 120 – a career
planning course
Attend career counseling and
workshops (to schedule, create a
Handshake account)

These resources may or may not lead you to a
precise major or career, but they will help you
recognize some areas to explore.
If you find yourself overwhelmed by
choosing your major and career because
nothing seems like a fit—or everything
does—you can also get support with this
process through Counseling Services’ Career
Development Services:
•
•
•

Take a career assessment, followed by
a scheduled interpretation ($31-$35)
Attend Individual Career Counseling
Enroll in EDCEP 202 – Career and
Life Planning

Even if you’re confident you’ve already found
your fit, explore career possibilities through
the Career Center and your department. The
world is full of diverse opportunities that may
be new to you, and you might stumble upon
something new that excites you. Go read the
Career Center’s Ten Major and Career Myths
to make sure you have all the information you
need to proceed with your chosen major.

After reading through the Ten Major and
Career Myths, reflect on the following
questions:
1. What was your reaction to reading
the myths? Were you surprised? Or
did they make sense to you?
2. Choose one of the myths you think
is the most important to keep in
mind. Explain why you think people
might have this misconception or
misunderstanding.

Your major is important to your college
experience. It can have a big impact on how
engaged you are in your college experience—both
in and out of the classroom. The more engaged
you are, the more successful you are likely to
be in school, and the more you will learn and
grow as a person. That growth can lead to a lot
of professional success in any field. Finding a
good fit that you enjoy instead of getting caught
up in the myths will help you enjoy your college
experience and lead to future success.
Maximizing your major
Once you find the right fit, make the best of
your experience. Earning your degree is more
than just completing required coursework. You
should focus on how to develop yourself into the
professional you want to be through the courses
you choose, the activities you get involved in, and
the employment opportunities you take.

The first step in making the best of your major is
to create a degree map—a plan for what classes you’ll take during your entire time as a K-State student.
Creating a plan helps you graduate on time and have the know-how to adapt your program of study to
reflect changes in your goals as you progress through college. As you choose your courses, explore your
interests, play to your strengths, and find opportunities for growth so that you’re fully prepared for all
the future career possibilities that interest you.
To create a degree map, you’ll need the following:
•
•
•

Your DARS Report from KSIS (learn how to access DARS and read DARS), to see your
progress in your degree requirements.
The Undergraduate Catalog, which documents your degree requirements, pre-requisites for
classes, and course schedule specifics.
Your academic advisor to help you understand DARS and the catalog, and to provide feedback
on your plan.
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Below is an example of one semester of a degree map in list format. A list form degree map is the easiest
format to design your own sequence and plan. This table will repeat for each semester you plan to be in
school.

If your program has a prescribed structure, such as engineering or physics, your college may provide
you with a degree map to follow, often in a flowchart format. Below is a sample flowchart provided by
the College of Engineering. The flowchart format clearly shows the prerequisites that lead up to later
classes. If your program doesn’t provide you with a flowchart, you can use this model to generate your
own.
CHEMICAL ENGINEERING (128 hours)

Advisor:
Printed:

DOE:
Class:
Flowchart: 9
Hours:

Effective Fall 2018

FRESHMAN

ENGL 100 (3)
Exp. Writ. I

ECON 110 (3)
Prin Macroecon I

SOPHOMORE

JUNIOR

CHE 520 (2)
ChE Thermo I

CHE 521 (3)
CHE Thermo. I I

pr: CHE 320
p/c MATH 240
Must earn a C or higher grade.

p/c CHE 416
CHE 520
Must earn a C or higher grade.

CHE 320 (3)
Chem Proc Anal

CHE 416 (3)
Comp Tech in CHE

_____ _____ (3)
Chem/Bioch/Biol El**

p/c CHM 230 or 250
p/c MATH 222
Must earn a C or higher grade.

CHE 320

SENIOR
_____ _____ (3)
Tech Elect #

_____ _____ (3)
Tech Elect #

CHM 595 (3)
Physical Chemistry II **
OR - CHM 585
PR: CHM 350 or 351,
MATH 222, PHYS 214

Must earn a C or higher grade.

MATH 220 (4)
A.G. & Calc. I

MATH 221 (4)
A.G. & Calc. II

MATH 222 (4)
A.G. & Calc. III

MATH 340 (4)
Elem Diff Eq

CHE 530 (3)
Trans Phen I

CHE 531 (3)
Trnspt Phen. I I

CHE 550 (3)
Chem. Reac. Engg.

CHE 571 (3)
CHE Sys. Des. I I

MATH 100 (B)
MATH 150 (C)

MATH 220 (C)

MATH 221 (C)

MATH 222 (C)

CHE 320
MATH 240
Must earn a C or higher grade.

p/c CHE 416
CHE 530
Must earn a C or higher grade.

CHE 521
CHE 531

CHE 550,560, 570
p/c CHE 561
Must earn a C or higher grade.

PHYS 213 (5)
Engg Phys I

PHYS 214 (5)
Engg Phys II

ENGL 415 (3)
Writ Com Engrs

CHE 535 (3)
Transprt Phen. Lab.

CHE 570 (3)
CHE Sys. Des. I

CHE 561 (3)
CHE Proc. Des&Cont

p/c MATH 221

PHYS 213
MATH 221

ENGL 100 or
ENGL 200

p/c CHE 531
Must earn a C or higher grade.

p/c CHE 550
p/c CHE 560
Must earn a C or higher grade.

CHE 550
CHE 416

CHM 210 (4)
Chem I ###

CHM 230 (4)
Chemistry II ###

CHM 371 (4)
Chem Anal * ###

CHM 531 (3)
Organic Chem I

CHE 354 (1)
Basic Materials

CHE 560 (3)
Sep. Proc. Des.

CHE 542 (3)
Unit. Oper. Lab.

CHM 110
Math 100

CHM 210

CHM 230

pr: CHM 230

pr: CHM 210
p/c: PHYS 213

CHE 521
CHE 531
Must earn a C or higher grade.

CHE 535, 550, 560
p/c CHE 561
Must earn a C or higher grade.

CHE 110 (1)
Curr. Topics in CHE

COMM 105 (2)
Public Speaking 1A

CHE 355 (1)
## Mech Properties

CHE 565 (3)
Health / Safety CHE

_____ _____ (3)
H & SS =>300

OR - CHE 356
pr: CHE 354

p/c: CHE 570

CHE 356 (1)
## Elect Properties

_____ _____ (3)
H & SS =>300

CHE _______ (3)
CHE Elective

CHE 015 (0)
Engg. Assembly

CHE 015 (0)
Engg. Assembly

_____ _____ (3)
H & SS

_____ _____ (2)
Adv Lb experience ***

_____ _____ (3)
H & SS

_____ _____ (3)
H & SS

OR - CHE 355
pr: CHE 354

CHE 015 (0)
Engg. Assembly

CHE 015 (0)
Engg. Assembly

CHE 015 (0)
Engg. Assembly

CHE 015 (0)
Engg. Assembly

* Can substitute with CHM 566 + 567, but prereq. is CHM 550
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** Must take CHM 585 or 595 - electives include: CHM 550, 566; BIOCH 521, 590, 755, 765; BIOL 450, 455, 500, 529, 541, or others above 450.
*** Must be one of CHM 532, 586, 598, BIOCH 522, 756; BIOL 455
# Must include CE 530 or CE 333 and ME 512, or one of EECE 510, 519, 557, 525
## Must take CHE 355 or CHE 356
### Take CHM 210, 230, and 371 OR (Honors Chem) CHM 220, 250, and 2 hours of TE.

CHE 015 (0)
Engg. Assembly

CHE 015 (0)
Engg. Assembly

Arrows to left side of course box indicates prerequisite course
Arrows to top and bottom of course box indicates p/c
p/c = prereq. or concurrent requirement

With a degree map in place, your next step is to get involved in extra-curricular activities that build your
skills and knowledge towards your goals. You can:
•
•
•

Attend campus events that broaden your perspective in productive ways.
Join clubs that build skills and knowledge and demonstrate your commitment to important areas
Find part-time jobs and internships that build relevant skills and knowledge

You can also find campus events and organizations that fit your goals:
•
•
•
•
•

Read K-State Today for announcements of events and opportunities.
Read emails, especially from your college and department.
Create a K-State 360 account to find campus events and track your participation in on-campus
activities. This is a great resource, and you can earn points for free things through your
participation!
Check out Orgsync to connect with groups, organizations and programs.
Create a Handshake account to search for jobs and internships.

Participating in student groups and volunteer organizations can be especially important. Student groups
are a great place to meet other individuals who share your passions and who can provide a support
network. Department and volunteer activities can also build your skills and experiences so that you are
more prepared for your professional future.
Another great way to get the most of out of your major is to form strong relationships with peers and
professors:
•
•
•

Take advantage of available mentor programs. A mentor can answer questions, offer advice, and
make sure you’re aware of opportunities.
Make friends with classmates so that you have a support network as you progress and are
challenged to take on new experiences. Once you graduate, these friends may be the start of your
professional network.
Get to know your professors. Professors can connect you with interesting opportunities and
may help you network with professionals. If you form positive relationships, they can write
letters of reference when you apply for jobs or internships, and they may even nominate you for
scholarships or awards. It’s a good habit to go to office hours early in the semester so that your
professor can get to know you and you can impress upon them how invested you are in their
class.

Through your extracurricular involvement you can apply things learned in your classes, build a network
for support and connections to professional opportunities, and enhance your skills. There’s a lot to
be gained from careful planning and active engagement in the full campus experience beyond the
classroom.
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YOU’VE

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:
 Feel more comfortable
with the major you have
chosen or have narrowed
your search for a major
 Provide your advisor
with a degree map to
guide your enrollment
conversation
 Identify extra-curricular
activities that will
enhance your college
experience and your
professional success
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CHAPTER 11
Using Job Ads to
Identify a Good Fit

As you read this chapter,
you will:
 Critically consider
job ads and their
appropriateness for
your knowledge,
skills and interests
 Identify relevant
skills and
experiences given
a specific job ad
 Learn the
importance of
educating yourself
about a potential
employer

Finding a job ad
Finding jobs and internships while in college
is an important part of your professional
development. Recognizing gaps in your
essential skill sets and finding a job that
allows you to develop one or more of those
skill gaps can be a great opportunity for
growth.
For example, if you know you want to lead
a marketing team, one of the skills you’ll
need to demonstrate is strong communication
skills. You might look for an on-campus
office job where you will be expected to
answer phones, respond to emails, answer inperson questions, and produce departmental
flyers and brochures. This work may not seem
directly related to marketing, but it gives you
an opportunity to practice some key skills and
to put those skills on your résumé.
The Career Center recommends that you also
keep in mind the following:
•
•
•
•

Begin with fewer hours to allow
adjustment to college and a new
schedule.
Put academics first and commit
to work hours you know you can
manage.
Seek positions that will build
references and professional contacts.
Seek employers who offer flexible
hours and will support your
commitment to your academics.

Once you decide what kind of job you want
to look for, use your Handshake account
to search for on-campus and local work
opportunities, as well as internships.
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Handshake is a great resource provided by the K-State Career Center, through which you can:
•
•
•

Find and apply for jobs and internships
Schedule appointments with your career advisor
Sign up for Career Center events, fairs, workshops, and interview and information sessions with
employers.

The Career Center also has tips for finding part-time work on campus and in the community.
Some of your first-year courses may also encourage you to sign up for LinkedIn, a professional
networking site. You can use this site, much like your Handshake account, to find potential jobs or
connections.
You may find your department also has a jobs board, a web page, or communicates to students about
opportunities via a departmental listserv or newsletter. Some departments maintain Facebook and
Twitter accounts where they notify students and alumni of relevant employment. Staying connected to
your department will allow you to stay up-to-date in many areas.
It’s also important to know that not all opportunities are communicated through job ads. Your peer
and professor network may encourage you to contact someone they know. You may take the initiative
to reach out to a professional about opportunities they may offer even though they haven’t expressed
they are looking—your inquiry will show them you are ambitious. For example, if you know you’re
interested in biomedical research, you might email a professor who is doing that type of research and ask
if they have any openings in their lab. Even if they don’t, they may be willing to offer you a spot when
one becomes available down the road or know of a similar position in another lab.
There are many ways to gain valuable work experience while going to school. Look at available jobs
on Handshake, reach out to employers that interest you, and meet with your career advisor. You’ll find a
wealth of opportunities to develop professionally while you’re in school.
Analyzing a job ad
When you find a job you’re interested in, you want to think critically about what’s important to the job
so that you can tailor your applications materials to the position. If your résumé and application cover
letter focus on things the employer has indicated are important, you make it easier for them to identify
you as a good fit for their position.
Read through the job ad and make a list of necessary skills and responsibilities. Then reorganize your list
by importance to the employer. You may recognize what’s most important by considering the following:
•
•
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key words that appear multiple times in the ad
percent of work time that a skill may be used or a task performed

Finally, for each skill or responsibility, note an experience you’ve had that demonstrates you have the
skills and experience to do the job. Relevant experiences can include:
•
•
•
•

Previous jobs
Classes you’ve taken
Volunteer experiences
Projects you’ve completed

Your list of important skills, requirements, and your relevant experiences can help you determine how to
organize your résumé and to decide what to focus on in your application cover letter.

Read the following job ad and then answer the questions that follow.
Student office assistant
Educational Supportive Services is seeking a student office assistant to assist the Student
Services Coordinator and Administrative Specialist with file management and program
outreach and promotion.
The student office assistant is responsible for:
•
•
•
•
•
•

Scanning student applications and managing electronic student files.
Creating promotional materials: posters, bookmarks, brochures, etc.
Managing social media presence on Twitter, Instagram, and Facebook.
Analyzing student surveys to plan and schedule requested services, including
workshops and community events.
Representing the program at browsing fairs and other campus events.
Other duties as assigned.

After reading the position description, answer the following questions:
1. Make a list of the actions/verbs that an applicant could use in their résumé.
2. What are the top three skills or tasks you think are most important? Why?
3. For each of the top three skills, can you think of an experience you’ve had that would
demonstrate to an employer that you had that key skill?
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Researching the employer
Another step that can help you focus your
application content effectively and make
meaningful connections is by researching the
employer. If you demonstrate in your cover
letter that you put in the work to learn about
them and that you are genuinely excited about
what they do, they will more easily grasp
your enthusiasm for the position.
To research a potential employer:
•

•

•
•

Go to the company/entity website
to see if they have “Recent News”
or “Press Releases” and read about
recent things they have done.
Google the company/entity to see if
you can find any news articles from
the past 6-months to a year that talk
about positive things the company/
entity is doing that impress you.
Check out glassdoor.com to see what
others are saying about the company/
entity.
Read industry journals, to see if
there are any trends in the industry
or field that you find interesting.
Look for information on trends in the
company’s business or trends in what
your target department does. Don’t
limit your research to the company
name.

This research may help you learn about
cutting-edge technology, shifts in necessary
skills, and more. Demonstrating knowledge
of the company and industry through your
cover letter can give you a significant edge,
but only after your résumé convinces them
you have their essential qualifications.
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For this reflection activity, you will
practice the steps of seeking a job
opportunity:
1. Create a Handshake account.
2. Through Handshake, find and print a
job post for a local, part-time job you
could work as a student.
3. Identify the top three skills needed
for this job.
4. For each skill, describe one
experience you’ve had that developed
that skill (three total experiences).
5. Explain how this job helps you
develop towards your long term
professional goals (three or more
sentences).
6. Research the employer (company
or campus office), and write two
sentences explaining what you like
about them. Be specific and recognize
an achievement or a unique quality
they possess. For campus offices, the
search tool on the k-state.edu website
is a great place to start.
7. Keep track of this job post and your
answers. You will refer back to them
in later chapters.

After completing this activity, consider
the following questions:
1. Through the activity, what did you
learn about the job search?
2. What part of the process was more
difficult, or what questions do you
still have about finding a job or
internship?

YOU’VE

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:
 Find and analyze a
job ad to see if your
skills, knowledge and
experiences are a good
fit
 Identify the important
skills and knowledge
necessary for a job and
communicate how you
are a good fit for the job
 Research an employer to
show your interest in the
organization
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CHAPTER 12
Tailoring Your REsuME
to Market Yourself

A traditional print résumé is a document
that highlights your relevant work history,
education, and community engagement in
a format that can be quickly scanned for
relevance. A well-designed résumé presents
you as a professional and detail-oriented
individual.
If you’re not sure where to start with your
résumé, start with the list of skills that are
important to the job. A template may be
appealing with a well-balanced layout and
nice font choices. However, templates limit
your control of the organization of your
content, and how you organize your résumé
will have a huge impact on how you are
perceived.

As you read this chapter,
you will:
 Learn about
three typical
organizational
patterns for a
résumé
 Write and design
your own résumé
 Learn what makes
an impressionable
résumé

Organizing your résumé
There are three typical organizational patterns
for a résumé:
•
•
•

Standard or (Reverse) Chronological
Functional or Skills-based
Combination

You should choose a résumé structure that
emphasizes your key skillsets or experiences
by organizing them into sections that make
it easy for the employer to see that you’re
qualified. On the initial review of candidates,
most employers spend seconds looking at a
résumé to decide if the candidate is worth
further review. To make it past the initial
skim, you need to stand out. The best way to
move beyond the application and get invited
for an interview is to create a dominant
impression with your content.
The standard or chronological résumé
organizes your experience in reverse time
order and emphasizes your work history.
Many résumé templates are based on this
type, but it’s not usually an ideal structure for
college students because their work history is
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unlikely to create a clear cumulative effect or dominant impression.
You can find examples of chronological résumés on pages 11, 13, 29, and 31 of the Career Center’s
Résumé and Interview Guide. Melissa Jones’s résumé on page 29 is a great example of chronological
résumé structure working well. Because all of Melissa’s listed experience is in schools working with
kids, it emphasizes her preparedness for a teaching position. If your work history doesn’t similarly make
obvious your qualification, try one of the other structures.
Look at John Q. Jones résumé on page 11 as another example. He states that his objective is to get an
internship in banking. Typical internships in banking usually ask for the following skills:
•
•
•
•
•
•
•

Prepare credit spreads for loan requests
Assist with preparing loan documentation.
Understand cash management tools.
Maintain confidentiality of customer information and records.
Conduct sales visits and customer calls.
Identify opportunities for sales.
Learn compliance policies and regulations.

In a quick few seconds, bank staff will see that John was a “Farm Worker” and a “Clerk,” which may
not connect strongly with the banking internship. However, if they review the details of John’s work
experience, they will notice that John has some similar experiences and skills. John might be more
successful with another résumé structure.
The functional or skills-based résumé structure organizes your experience around key skills. Your job ad
analysis can be extremely helpful here. If you can think of 2-3 categories of skills that are important to
the job, those categories can be used as the major sections for your résumé, and you can list experiences
from work, volunteering, class projects or units, and even hobbies as evidence of your relevant skills.
This is a great structure to use when your work history doesn’t demonstrate your qualifications well.
Michael H. Katzen’s résumé on Page 24 of the Career Center’s Résumé and Interview Guide is a
great example. Michael identified the key skills needed for the job: communication, organization, and
leadership. He made those the major sections of his résumé, and under each he provided experience
from work and volunteering.
The last résumé structure is the combination résumé. It combines the strengths of the previous two.
It is part chronological experience and part skills emphasis. Most of the examples in the Résumé and
Interview Guide are combination résumés because that structure works very well for most college
students. Combining the structures works when you have several experiences that support your
qualification for a job but you need to demonstrate additional skills or don’t have enough related
experiences to fill out the page.
Don’t forget to consider other sections necessary to show your qualifications: certifications, computer
skills, and more. Create the sections you need to highlight the essential skills, just like Sam Flyerman’s
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résumé on page 23 of the Résumé and Interview Guide. For example, you might include an objective or
professional summary. An objective or summary is useful for résumés dropped at career fairs, but it may
not be helpful when responding to a job ad because it can sound generic when your goal is the same as
every other candidate: to get that specific job.
Overall, you control the dominant impression your résumé creates through how you frame the content.
Additionally, your résumé may control the conversation you have with employers at career fairs and
interviews. When you select your content, make sure your details are things you can discuss in more
depth. If you can’t, it’s best to leave that detail off the résumé.
Writing and designing your résumé
When you’re ready to generate content to develop the résumé framework you’ve selected, consult the
Résumé and Interview Guide. You’ll find the following sections helpful:
•
•
•
•

Inventory your skills, select relevant details, and communicate them clearly, pages 5-8.
A list of action verbs to describe your skills and responsibilities, pages 9-10
Example résumés—be sure to read the note boxes on each for helpful tips—pages 11-35.
A checklist of essential details and formatting requirements—pages 3-4. For a quick list of the
absolute essentials, you must have the following details:
o Contact information: your name, one address, one phone number, and one email—an
email that you check at least daily, preferably with an appropriate address.
o Education: University, major(s), minor(s), expected graduation date; GPA is optional.
o Work history: level of detail depends on relevance.
o Engagement: volunteer, affiliations, honors, scholarships, etc.
o Note: after your first year of college, remove anything from high school unless it is highly
relevant. This is why getting involved during your first year of college is so important!

If you need ideas for designing your résumé, the Purdue Online Writing Lab (OWL) has some great
basic Résumé Design guidelines that will help you balance your content across your page, maintain
consistent alignment, and select effective texts.
Once you have a solid draft of your résumé, it’s always a good idea to get feedback. Schedule a meeting
with your career advisor using Handshake or make an appointment at the Writing Center. Both locations
can offer great feedback to improve your résumé.
When you’re all done, save your résumé as a PDF, keeping a copy in another format for future editing.
Unless asked to submit as a Word document or other option, PDF is the best format for maintaining your
design and layout—other formats can be distorted in transfer from one version of software to another.
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YOU’VE

Refer to the job post and engagement activity
responses you developed for Chapter 11, and
respond to the following questions:

GOT
THIS!

1. Which résumé structure do you think would
best represent your qualification for that
job? Why?
2. Create an outline of that résumé, including
the major sections and the subsections. For
example, in a skills-based résumé, your
major sections would be skills and the
subsections could be relevant experiences:
Communication
o

Journalism Club

o

Public Speaking Project

o

Cashier at Pizza Hut

3. Review the job post. What key words can
you incorporate into your résumé? If the
job post is vague, reference the action verbs
on pages 9-10 of the Résumé and Interview
Guide, and find at least five verbs that you
could use in your résumé to show you have
relevant skills. Use these verbs to describe
your experiences:

Now that you’ve read this chapter,
you should be able to:
 Identify and utilize a
résumé organizational
format that fits your
needs
 Write and design an
effective résumé
 Make adjustments to
your résumé for greater
impact

Journalism Club
o

Composed “Citizen of the Month”
columns, featuring exemplary students
who contributed to the community.

o

Contacted area businesses seeking
sponsorship.

o

Promoted the club at recruitment and
outreach events.

4. Create a résumé, or edit your existing one,
that you could use to apply for the position
you found.
5. Print it, and bring it to class.
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CHAPTER 13
Creating a Cover
Letter for the
Job You Want

Cover letters are an introductory letter
that introduces you as a candidate for a
professional position. You may have applied
for jobs that didn’t require a cover letter, but
as you start looking for more career-specific
internships and jobs, cover letters will likely
be required.
Cover letters are your opportunity to
emphasize your key strengths to a potential
employer and to help them view you as a
memorable and unique candidate. It might
help to think of a résumé as the big picture
view of your experiences and the cover
letter as the street view. A good cover letter
zooms in to give a detailed view of the most
important parts of your professional history.

As you read this chapter,
you will:
 Learn how to write
your own cover
letter
 Explore specific
examples of weak
and strong cover
letter statements
 Discover tips
to present an
effective cover
letter and résumé
combination
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Read over Willie the Wildcat’s example
cover letter on page 48 of the Career Center’s
Résumé and Interview Guide. This letter
is well-organized and easy to read. One
of its strengths is that it uses numbers to
quantify experiences so that readers can get
a sense of scope and scale of the work he
did. That’s great in both résumés and cover
letters. Unfortunately, instead of using body
paragraphs, it lists items much like you would
on a résumé. It misses an opportunity to add
depth.
Now read the cover letter on page 46 of the
Résumé and Interview Guide. Jacob Gellar
is descriptive about his work experiences
so that Ms. Kearns can develop a clearer
picture of Jacob’s abilities. When he writes,
“I consistently exceeded my sales goal and
was named ‘Employee of the Week’ on
several occasions,” Jacob becomes a more
memorable candidate because he has shared
something very specific and unique that also
highlights his strength as an employee. That’s
the goal.

Many people find cover letters challenging because they hate writing about themselves, but they’re
much more manageable when you break them down into their key parts.
Parts of a cover letter
While each cover letter is different, below we describe the sections of an effective cover letter.
Header
• Your address: use your résumé header across the top to create stylistic cohesion between the
résumé and cover letter.
• The date: leave a line space above and below the date, separating it from the address information.
• The recipient’s address: insert a line space below to separate it from your greeting.
• An effective greeting: use the recipient’s name if possible (e.g. “Dear John Doe:”). If you can’t
identify the recipient’s name, try something like “Dear Selection Committee,” being as specific
as possible. Avoid overly generic greetings such as “To Whom It May Concern,” which can
sound stuffy and outdated.
Introductory paragraph
• Open by mentioning the specific position you’re applying for and how you heard about it.
• Share a 1-2 sentence summary stating who you are, and why you’re interested and a good fit.
• Connect to the company by noting in one sentence why you’d want to work for them, how
you’d benefit them, or how you’re invested in the field. This is a great place to share details from
your research on the company or industry. When you’re claiming to be enthusiastic about a job,
specificity reads as sincerity. Don’t be generic.
o Weak example: I’m really excited about the opportunity to work for Birchwood Paper
Products.
o Stronger example: I’m really excited to contribute my knowledge of supply chain
management to source environmentally friendly materials for Birchwood Industries.
My experience will help move Birchwood from 5th to 1st most environmentally friendly
company in Kansas.
Body paragraphs
Write 2-3 body paragraphs. While in school, you might focus the first paragraph on academic
accomplishments and the second on employment experiences. Only use a third paragraph if you need to
do so to fill the page. For each paragraph:
•
•

Open by declaring that you have an essential skillset or qualification they want.
Share a specific, concrete example that illustrates that skillset. The specific story will help the
employer to remember you as a unique individual.
o Weak example: “I have completed numerous projects using Excel in both my coursework
and my internship at Pencil Industries. Many of the projects used formulas, and I had to
analyze the data to make business recommendations for case studies in class and at the
internship.”
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o Stronger example: “In my internship at Pencil Industries, I organized five years of invoice
records into Excel, and set up fields and formulas that helped the team to identify and
evaluate trends in client turnover. The data sorting capabilities assisted us in creating an
incentive plan to retain clients, which resulted in a 5% increase in profits over the next
six-month period.”
•

Tell the employer how your skills and experience will benefit them. Be as specific as possible.

Concluding paragraph
• In a single sentence, remind them of your enthusiasm for the position and/or your qualification.
This can be another great place to share a bit of your research on the company.
• Tell them how they can most easily reach you and when.
• Thank them for their time and energy with a statement of appreciation.
Closing/salutation
• Sincerely / Appreciatively / Very respectfully, etc.
• Create a gap of 3 line spaces before typing your name. This large space is for your signature. If
you really want to demonstrate that you know the formalities of a letter, print, sign, and scan the
letter, or add an image file of your signature to this space.
• Type your full name after the space.
You can find example cover letters on pages 46-48 of the Career Center’s Résumé and Interview Guide.
Once you have your content in place, make sure your formatting is professional.
Additionally, it’s always a good idea to have someone review your cover letter to make sure it creates
the impression you want. If you’ve formed strong relationships with faculty or professionals, ask them if
they’ll read it over and give you feedback. Use the support of your network to put forth your best foot.
Formatting your cover letter
Aim for stylistic cohesion with your résumé, by doing the following:
•
•
•
•
•
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Single space your letter and use a line space between paragraphs. (This format is known as block
format.)
Use the same body font you used in your résumé.
Keep the letter margins the same size as your résumé.
Use the header from your résumé as the address header for your cover letter if possible.
Submit the letter to employers in PDF, unless directed to do otherwise, to avoid formatting
incompatibility.

YOU’VE

GOT
THIS!
Refer back to the job post you found for
Chapter 11. As you read about the parts
of the cover letter, write your own letter
applying for the position.

Now that you’ve read this chapter,
you should be able to:
 Write your own cover
letter
 Identify weak areas in
a cover letter and edit
accordingly
 Format your cover letter
to reflect the style of your
résumé
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SECTION 3:
PRACTICING STUDENT SUCCESS SKILLS
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CHAPTER 14
Learning to
Think Critically

As you read this chapter,
you will:
 Learn the definition
of critical thinking
 Find real-world
examples about
the importance of
critical thinking
 Apply critical
thinking to
everyday use

In college, your teachers will likely talk about
thinking and reading critically. It’s not just
in college that these skills are important; top
companies seek them as well. For example,
Laszlo Bock, former Senior Vice President
of People Operations at Google, said that
one of the top four traits the company
seeks is “general cognitive ability . . . Not
just raw [intelligence] but the ability to
absorb information.”1 This ability to absorb
information, and respond to it with action,
is part of critical thinking. In response to a
national survey of business leaders, 93%
said that “a demonstrated capacity to think
critically, communicate clearly, and solve
complex problems is more important than [a
candidate’s] undergraduate major.”2 Another
survey of 371 global business leaders found
that next to creativity (#1), critical thinking
(#2) would be the most valued workforce skill
by 2020. The following chapters cover critical
thinking and critical reading skills.
Critical thinking is the practice of taking an
analytical, deep look at material, whether
that material is a passage in a novel, a
mathematical theorem, or a science lab
practice. To think critically is to wrestle with
something’s meaning and implications—in a
sense, to hold it under a microscope for closer
inspection. Knowing what it means to think
critically doesn’t make the process easy, but
with practice the process does get easier over
time.
Here’s an example: in class, a teacher might
talk about their policy on absences and
might express a preference for a student
to communicate openly about the reason
for the absence. This teacher has likely
spent time thinking about the policy and its
ramifications for students, and a good teacher
1 https://www.fastcompany.com/3061237/the-skills-it-takes-to-gethired-at-google-facebook-amazon-and-more
2 https://www.aacu.org/press/press-releases/employers-moreinterested-critical-thinking-and-problem-solving-college-major
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will explain their reasoning and justification.
When the teacher explains the policy and its
implications to students, they are thinking
critically about their teaching practices. If the
students hear the policy and the discussion
ends, they might not themselves think
critically about the policy. Rather, they might
take it at face value.
However, let’s say a student in the class wants
to engage in a discussion of whether it is right
for students to have to communicate openly
about their absences. This student points out
that students have a right to privacy; if they
do not care if their absences are “excused,”
why should they have to tell the teacher why
they are absent? Or, this student might point
out that there are many reasons for being
absent that one might not want to disclose,
such as a death in the family, an illness, or a
family vacation. This student, in providing
these examples and illustrations, is thinking
critically about this teacher’s policy on
absences.
An important note on critical thinking is
that the word “critical” can sound negative,
because of the definition of critical: “given to
judging; esp. given to adverse or unfavorable
criticism; fault-finding; censorious.”3
And in one of the examples used above,
critical thinking is associated with asking
a teacher stimulating and perhaps even
challenging questions about their absence
policy. However, when teachers ask you
to think critically, they are not asking you
to think judgmentally, negatively, or in a
disrespectful way. Rather, they are drawing
on other meanings of the word “critical,”
such as “important,” “decisive,” and
“crucial.” To think critically is to think in
careful, measured, important ways about
class material or practices, and you can be
3 Oxford English Dictionary.
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kind, respectful, and thoughtful as you think
critically.

In this activity, you are going to get
to practice your critical thinking
skills! Select a song that you really
enjoy listening to and listen to it a
couple times. Reflect on the following
questions as you listen:
1. What is the message of the
song?
2. What might be an alternative
interpretation of the message?
3. Choose one word you think is
most significant in the song.
Why is this word the most
significant for the song you
chose?

YOU’VE

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:
 Define critical thinking
 Acknowledge that critical
thinking is important in
college and beyond
 Apply critical thinking to
your life
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CHAPTER 15
Engaging with
Your Reading

As you read this chapter,
you will:
 Learn the purpose
of scholarly texts
and how to know
what information is
most important
 Identify four
strategies that
will help you read
critically

As with any skill, the more a person
practices good reading habits, and the more
a person reads, the easier it is to understand
challenging texts. What might not be obvious
at first is that the way you interact with a text
can have a significant impact on how well
you understand it. This chapter emphasizes
concrete reading strategies that will help you
improve your critical reading skills, or the
ability to think critically about something you
read.
In college, you will encounter a variety of
texts: scholarly texts, textbooks, literary texts,
non-fiction, syllabi, writing assignments,
lab reports, and more. We’ll focus here on
scientific and social science writing, since this
type of reading is expected in many courses at
K-State and can be the hardest to understand.
However, the skills discussed in this chapter
are applicable to any sort of reading you’ll do
in college and beyond. Take note on how you
can apply these strategies to whatever type
of reading you do for your major or future
career.
In order to understand how to read academic
or scholarly texts, meaning articles, books,
or other publications produced by those who
teach and produce research at a university, it
is important to know why they are produced.
The majority of scholarly texts are written
by professors who are on what is called
the “tenure track.” Tenure is a system that
provides some measure of job security after
approximately six years, during which time
professors publish significant research and
writing in their fields. Tenure requirements
vary by institution, and it is difficult for
professors to achieve tenure.
The vast majority of the knowledge that
you encounter when surfing on Facebook or
reading the news on your favorite application
is research that is re-published by news
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outlets after academics publish it in major journals. Journalists learn about this research and distill it in
simpler, more accessible language for the public.
Why is this information important for you to know as you read scholarly texts? Because as a university
student, you are joining your professors in scholarly conversation. You are expected to dive right into
academic conversations and to read difficult texts that help you to understand the knowledge shared by
professors in your chosen major or discipline. It can be helpful to think of this scholarly conversation as
a current, like an oceanic current or a wave tunnel a surfer rides. The ocean’s current was there before
you entered it and will remain after you’re gone. If you jump into a strong current, you fight it and
may get overwhelmed by it. But when you’re an experienced swimmer, you learn how to work with
the current, as a surfer learns to ride a wave tunnel. Scholarly conversations similarly existed before
you entered them and will continue after you graduate, but you become a part of them when you enter
college.
Critical reading strategies
Below are some reading strategies that will help you to make sense of this scholarly conversation.
Read difficult texts twice
Think about a movie you are very familiar with or that you’re attached to. How many times have you
watched it? If you’ve watched your chosen film several times, you’ve likely experienced how much
deeper your knowledge is of the movie with each viewing. You can probably quote the film and notice
new details each time you watch it.
Reading is no different. You cannot expect to completely understand an article or text the first pass
through. Even if reading comprehension is easy for you, the first time you read a text, you discern its
‘plot’ as you would a movie. With a second reading you notice other details, such as language choice,
style, the author’s argument, etc. Giving yourself time to read challenging texts more than once is
important.
Mark up your texts
It is much harder to understand or remember the information you’ve read without marking up your texts.
What should you mark? Especially when you are reading scholarly articles, it is important to note the
rhetorical moves, or the written moves related to argumentation and persuasion. Many rhetorical moves
are common across academic texts, and some vary from discipline to discipline. It’s a good practice to
use the margin of your texts to leave yourself notes and comments that will help you study, discuss the
texts in class, and easily find information.
Here are some common rhetorical moves authors make:
•

Gap in the Research: Close to the start of the article, authors state the gap in the research their
article or text is attempting to fill. Often, the gap is expressed with statements such as “while
other scholars have written about x, my research does y.” Scholars, then, are expected to show
what in their research is new or important. They identify what other scholars have said about a
topic, thereby demonstrating their understanding and familiarity with the research in their field
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(their position in the scholarly current, in other words), and at the same time, they demonstrate
what their research is contributing to this conversation. Next to each of these instances, in the
margins of your text, you could write “gap.”
•

Thesis Statement: Scholars also generally tell you the main point or argument they’re making;
sometimes, this is expressed in a thesis statement near the start of the article or up to a few
pages in. When you find this statement of the article’s main idea, write “argument” or “thesis”
in the margins. A good way to double-check your sense of the main argument is to look to the
conclusion, where the author will generally re-state the argument. Often, the thesis is easy to
discern, as a writer might state, “in this paper we argue that . . . ” Sometimes, the statement of the
argument is not as clear.

•

The So-What: Scholars identify the so-what of their research, why it matters and why people
should read it. For example, a scholar might say that a research project on the impact of
differences in American and Italian processing of wheat on rates of Celiac disease in both
countries is important because it could lead to changes in American wheat processing that could
lower the incidence of Celiac. When you encounter the author’s stated so-what(s), write “sowhat” in the margins.

•

Literature Review: Scholars in many science fields will include a literature review. This is
a fancy way of describing a section in which the writer reviews scholarly articles in the field
related to the topic at hand. For example, given a paper on Celiac disease, the writer will
summarize the research in the field related to Celiac. This is part of how a researcher proves that
they have done their homework and that they can be trusted to research the topic at hand. At the
start of the literature review, write “lit review” in the margins.

•

Theoretical Framework: Sometimes, a scholar will identify one or two other scholars whose
work they are using as a theoretical framework. They might say, for instance, “in this paper
we use Latour’s actor-network theory (ANT) to inform our reading of our campus’ science
labs.” In this case, they are using ANT as a lens through which to observe or analyze a certain
phenomenon (how campus science labs are structured or operated). A theoretical framework
provides a way of investigating or understanding data, and each theoretical framework will
likely cause writers to analyze and comprehend phenomena in unique and different ways. It is
important to note, in the margins, when writers call out specific theories or thinkers.

•

Key Terms: Scholars define key terms, and when you encounter these terms and definitions, note
the term and write “def” in the margins. In the paragraph above, for instance, you could write
“Def. theoretical framework” in the margins.

It is important to note that taking notes in the margins isn’t enough; you must also take notes on the
material. What is the best way to take notes? Research demonstrates that handwritten notes lead to
greater retention than taking notes digitally, even though doing the latter often makes it easier to file and
retrieve notes.
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When you finish reading an academic article, text, or textbook, it’s an important practice to re-state the
main idea or argument in your own words. Write this argument on the first page of the article or at the
top of your notes. Next, go through the article and note the important features you wrote in the margins-the thesis, the gap, the so-what, etc.
What else should you write in the margins and take notes on? Each time the author makes a claim, or an
argument, it’s a good idea to write “claim” (or a shorthand such as “c”) in the margins and to highlight
this claim. This is the support that the author is providing for the thesis. Some people call these claims
“sub-arguments” or “sub-theses,” and often are the first lines of paragraphs, or topic sentences. These
claims or arguments are the way that writers prove that their main argument or thesis is true. Writing
down major claims or arguments will not only help to you retain the material, but will assist you during
class discussions and help you when you write papers on the material.
Beyond this, you can highlight, circle, or mark ideas that are important to you, that frustrate you, that
are interesting, or that you think are important to your instructor. Let’s say you’re supposed to write a
response to a literary text, and you’re not sure what you want to write about. On page three of the text
you’re reading, you see that the author is writing about issues related to gender, and this interests you.
You might highlight the material and write “gender” in the margins. At each new reference to issues
of gender, you do the same; in this way, you build a visible index related to that topic. When you start
writing your paper, you can quickly move through the article, noting each time gender came up. You can
also include these references to gender in your notes; don’t forget to include a page number and some
indication of where you found the quote (for example, page 4, third paragraph).
Often, because of financial reasons, you’ll want to check out a library book instead of purchasing it.
Students often ask about strategies for marking up library books or rentals that they have to give back.
Taking notes in a notebook or journal is one good method. Another is to buy large packs of sticky notes
and cut them down to smaller sizes (it’s cheaper to do this than to purchase small sticky notes). You can
place a note next to ideas you want to mark and then write notes on them. Then, if you want to keep
important sections, you can photocopy the material and your sticky notes will be included. Don’t forget
to remove the sticky notes when you return the book so that the library or next reader doesn’t have to do
this work for you!
When reading an academic text, it’s always a good idea to note the author’s name, the year the
article was published, and the journal it was published in. Why does year matter? The sciences
value currency—ideas that were published recently, typically in the past five years. Sometimes, your
professors will assign older, foundational works. These could include articles that have historically been
important to the field or that perform some groundwork that current research builds on. You won’t be
able to place an article in the scholarly current without knowing when it was published.
Why does it matter which journal published the research? Sometimes it doesn’t; good research is
published in a field’s top journals and also in journals that are not the most prominent in a field. But
when an article is published in a field’s top journal, say Nature if you’re a biologist or The Journal of
the American Medical Association if you’re a doctor, you know that the top experts in the field have
consulted on the quality of that research.
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YOU’VE

You’ll likely have other questions about
reading and marking up strategies as you
proceed through your K-State First course
or other classes. Ask your instructor and
classmates, as they likely have developed
their own strategies that will help you to
become a strong reader and processor of
complex texts.

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:

After learning strategies for engaging with
your reading assignments, now think about
your process for reading this chapter,
using the following questions:
1. What did you do to engage with
the chapter? Did you take notes?
Write down key phrases? Conduct
research on topics you didn’t
understand?
2. Based upon what you did or did
not do, how might you improve
your ability to read critically?

82

 Identify and understand
what makes a text
scholarly
 Utilize several strategies
for reading critically

CHAPTER 16
Understanding
Writing Practices
and Processes

As you read this chapter,
you will:
 Consider your
current writing
practices and how
they affect your
writing
 Learn about linear
versus recursive
forms of writing
 Understand how
audience and
context shape your
writing

Writing for college-level courses is a common
cause of nervousness. When we write, we
often share our innermost thoughts, feelings,
and opinions with others. And when we write
for professors, there’s an added dimension—
evaluation—which can make us even more
hesitant to share, even when it’s requested or
even demanded. This chapter explores ideas
to help make writing less scary, or at least to
give you some foundational tools to help you
more confidently navigate the writing that’s
requested of you at the university.
There is a discipline called Writing Studies
(also known as Composition and Rhetoric)
that studies all aspects of the writing process:
what writing is, the different processes and
materials writers use to write, how writing
should be taught, how literacy (reading/
writing) skills are developed in college, how
socioeconomics impact adolescent and adult
literacy development, how people persuade
each other through writing, and basically
any other topic you can think of that relates
to writing. Writing Studies, as a field, has
come to some agreement on best practices
in writing that we’ll share with you in this
chapter. Many of these ideas are based on
two recently published books that gather
scholarship on this topic from the field’s most
prominent or emergent scholars: Naming
What We Know: Threshold Concepts of
Writing Studies and Bad Ideas about Writing.
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List all of the writing advice you can think
of that you’ve received from teachers,
parents, friends, books, authors, or any
other source. This list should be exhaustive:
don’t stop until you’ve really mined your
memory for this advice. Bring this list to
class with you; you’ll discuss it with your
classmates and professor. Keep this list—
we’ll come back to it later!

Take a few minutes to think about your
writing practice, including factors such as:
•
•
•
•
•

Writing is a practice you develop over
time
Whether you consider yourself a writer or
not, you become one when you write for
class. Whether you’re a developing writer
or a seasoned one, it’s important to cultivate
an effective writing practice, one that assists
rather than thwarts your productivity. Many
students have the misconception that they
are either a writer or they’re not; there’s no
in-between. What Writing Studies knows
through more than a century of research is
that this idea is simply not true. Writing is
a skill that is practiced over time, and even
those who think they are terrible can develop
a positive practice by dedicating time and
attention to writing. Malcolm Gladwell says
that it takes 10,000 hours to become an expert
at something (being an athlete, a musician, or
an accountant, for example). A professional
musician spends ten thousand hours plus
practicing at their instrument. For some
reason, people find it difficult to apply this
principle to writing, but frankly, it’s the same:
if you put in the hours, your writing will
improve, and there is no professional writer
who has not honed their practice over time.
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•
•
•
•
•

The time of day you like to write
Where you like to write (kitchen/
bedroom/other)
What tools you prefer (laptop/paper/
pencil)
Whether you like to write alone or
around people
Whether you listen to music or tv in the
background or whether you need silence
How you prepare to write
How long you spend writing in one
session and how frequently you sit down
to write when you have an assignment
Whether you plan ahead (do you
outline?) or procrastinate
Whom you share your writing with
Other rituals/habits/preferences related
to your writing process

After thinking through these ideas, free
write a paragraph that describes your
current writing practice.

Throughout this semester, think about your
writing practice while you produce every
piece of writing (even emails!). When you
get a satisfying grade, think about what habits
contributed to your success. When you get an
unsatisfying grade, think about what habits
you might change to increase your success
on the next project. Sometimes, we do well
when our practices are bad, but one thing is
certainly true: as writing projects and tasks
get more complicated, you will be less and
less able to produce successful, meaningful
writing if your practices and habits are bad.

Writing is a process
A common myth about the writing process is that it looks like this:
What’s wrong with this linear depiction of writing? Through research, scholars have come to understand
that writing is not linear, but recursive. This means that writing doesn’t happen in neat stages as
suggested above. Rather, writers revise while they draft, brainstorm while they revise, and revise at the
beginning. “Publishing” may seem like the natural end of a process, but as writers know, when they
submit writing to publishers, revisions are requested, often sending them back to brainstorming and
other stages.
Writing processes look different for all writers. Some writers talk about their process as vomiting onto
the page. They don’t censor themselves much in the drafting process. Other writers talk about reading an
assignment sheet and composing in their head for weeks before they sit down to write; when they write,
their ideas spill out at once, and they spend a
lot of time later organizing, adding, deleting,
and revising. These examples illustrate that
there are many processes writers follow, and
that different “stages” of the writing process
are recursive, in that they overlap and press in
on each other throughout a writing project.
Before class, find a classmate, friend,
roommate, family member, etc..
Writing is social and collaborative
Together, discuss the features of your
It’s easy to understand why many people have
communication and writing styles that
the idea that writing is solitary, the product of
are unique to the geographic location in
one individual mind. The image of a genius
which you grew up, to your family, to
man (think Hemingway) pounding away at
your friends, to your school, and so on.
a typewriter in a garret is so pervasive in our
culture that it is hard to escape this idea. In
If you’re not sure what to talk about,
reality, writing is both social, in that our ideas
consider:
are based on the world and culture around us,
and collaborative, in that along the way to
1. Are there any unique words or
a piece of writing, we share ideas, talk with
expressions that you and your friend
friends, read texts that influence our thinking,
group use? What about you and your
and are affected in ways we aren’t even
family members?
conscious of by many other sources.
To share a related example, think about how
you communicate when talking with friends.
The words you use are likely different in
significant ways to the one you use with your
family or with faculty members. Your writing
style develops a distinct communication
style, too, that can vary based on the context
in which you are writing.

2. Do you hide certain expressions or
words when around family?
3. How would you describe the
difference between how you speak
and how you write?
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Recognizing that writing is social and collaborative is important to your writing practice. It’s critical for
you to share your ideas with others in the early stages, to ask questions when you don’t understand an
assignment or material, and to get feedback on your writing (from the Writing Center at K-State, from
instructors, and from friends).
The social and collaborative nature of writing can have some friction with another important concept:
academic honesty. We have discussed academic honesty earlier in this textbook, but we’d like to remind
you of a good policy: “When in doubt, ask.” If you aren’t sure what constitutes unauthorized aid,
talk with your instructor about it. They likely do not want you to take a midterm exam to the Writing
Center, for example, as you’re supposed to be the sole author of that document, but some faculty make
exceptions!
Understand your audience
If you are taking expository writing, there’s a good chance you’ve learned about the rhetorical triangle.
Rhetoric is the art of persuasion; rhetorical in this case means involving the persuasive act. The
rhetorical triangle helps us visualize that every time you communicate, in writing or verbally, you (one
corner of the triangle) are sending a message (another corner) to an audience (the third corner). In the
chart we’ve included below, you’ll see that this triangle is embedded in a context. This means that when
you write, there are several factors that play into how you shape your message.

Let’s break this down through the example of an email, since you’ll be writing a lot of those both at
K-State and in your future career. When you send an email, you follow certain rules (that’s the genre part
of the image). For example, as you’ve learned in Chapter 3, each email should include a greeting, a body,
and a closing. But the language or style you use to construct emails shifts depending on whether you’re
sending to a friend, your family, or an instructor. You will tailor your writing to the person receiving your
message.
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One last consideration about audience: When you are writing for class, it is tempting to imagine that
your only reader is your professor and that there’s no broader audience for your work. After all, you
are generally submitting your work for a grade. However, imagining this sole audience is a problem for
your writing. Yes, it’s true that it’s important to read an assignment sheet and tailor your writing to the
assignment you’ve been given. Through your writing assignments, whether they are lab reports or literary
analyses, your instructors are communicating important customs of your field of study and the associated
writing type. By practicing, you are becoming knowledgeable in those genres as well.
However, writing should also 1) be meaningful to you and 2) be pursued as if there is an audience beyond
your instructor who might read it. Regarding the latter, this is more possible than you think. Instructors
often submit their students’ work for department, university, national, and international awards and
scholarships (or encourage students to submit their work). In addition, undergraduate and graduate
programs, campus organizations, internships and externships, fellowships, and jobs often request to see
writing you’ve produced for a course as part of the application process. For these reasons, all of your
projects should be written imagining this future audience.
Writing should also be important to you. Class writing assignments can sometimes feel contrived, silly,
designed to meet a class outcome, and even irrelevant. If you feel this way about a writing assignment,
you may consider respectfully talking with your professor. Ask questions in class about the assignment’s
goals or purpose so that you can better understand why you’re writing the assignment. Professors may
also be open to negotiating the terms of an assignment so that you can write on an alternative topic that is
meaningful and relevant to you.
In the case of the lab report, it’s likely not possible to provide an alternative assignment. However,
asking the professor why lab reports are critical and how relevant they are in the professor’s life or in the
workplace will help you to understand the importance in the classroom. In the case of the literary analysis
or history paper, your professor wants to read exciting, passionate, well-crafted work and will likely be
thrilled that you took the time to come to their office and find a way to make the assignment meet both
your goals and the class expectations.
The most important skill to be gained in talking with your professor is advocating for yourself in college
(and beyond). It can feel scary, but the ability to explain your needs and thoughts to an instructor in
order to be more productive and make assignments or projects meaningful is a critical skill to learn.
Self-advocacy, as discussed in Chapter 8, will help you navigate your college writing assignments and
negotiate the many difficult situations life will throw your way. Advocating for yourself respectfully can
help you refute a wrong fee charged by your phone or utility company, approach a boss who promised you
a raise and didn’t deliver, leave a great impression with the Dean of Admissions who makes scholarship
recommendations or when you’re having a conflict with a roommate and you need to achieve a desired
outcome—fast.
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YOU’VE

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:
 Assess your current
writing practices and
identify potential
obstacles
 See recursive writing
emerge in your writing
process
 Shape your writing for
the intended audience
within a given context
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CHAPTER 17
Revising Your Writing
HOCs and LOCs
Some of your professors, in their instruction,
on their assignment sheets, and in their
grading are going to focus on lower-order
concerns, or LOCs. LOCs include typos,
minor grammatical mistakes, and other
surface-level errors that generally do not
interfere with understanding a writer’s
meaning. Higher-order concerns (HOCs),
such as meeting the assignment or genre
requirements, organization, paragraphing,
voice, argumentation, and overall writing
effectiveness often suffer because of the focus
on LOCs.

As you read this chapter,
you will:
 Discover the
difference between
lower-order and
higher-order
concerns
 Find helpful
hints for when to
prioritize lowerand higher-order
concerns
 Explore the
recursive nature
of revisions and
how to use them
to make you an
experienced writer

We have all been conditioned by the
grammatical drills that were likely impressed
upon us in grade school. Because of this
practice, many of us have the impression
that LOCs are the most important part of
writing. Yet over 100 years of research has
demonstrated that humans, as long as they are
around other speaking humans, will naturally
acquire both language and the grammar of
the language they’re immersed in by early
adolescence, around the age of 12 or 13.
One example of this phenomenon is from
a well-known author on this topic, Patrick
Hartwell. Hartwell asserts that most sevenyear-olds, without the benefit of grammar
drills and without knowing the accompanying
rule (there is a rule!), can put the following
words in their expected order according
to English grammar: Four girls the French
young.
As you were just able to do in your head, the
expected order is: The Four Young French
Girls.
Without looking up the rule, can you state it?
Most of us are not able to. This is because
children learn grammar through trial and error
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at a very young age, and they don’t need drills or rules to do it.
The point here is that some professors and employers will read typos and other surface-level errors as
signs of lack of attention or care. However, the research shows that such error-production is not only
natural, and typical of faculty writing too, but is also common when writing tasks are hard and when
working memory is challenged by a stressful, new, or challenging assignment.
While surface-level errors are distracting or noticeable, it’s far more important that your writing is wellarticulated, well-argued, and well-organized. The rule in Writing Studies is that instructors should focus
on LOCs over HOCs only when meaning is impaired or when they cannot understand the intentions or
ideas in a piece of work.
Many students may feel the frustration of having projects returned with an emphasis on LOCs when
what they want is to know how to better revise according to HOCs. This situation can be particularly
frustrating for international students, who are eloquent in their native languages and often come to the
university speaking three or more languages. These students struggle to learn some principles of English
(such as article use) that are known to be some of the hardest of any language. Experts say it takes about
seven years, with intensive study and fastidious reading and interacting with texts, for language learners
to acquire a new language, and rules such as article use will continue to frustrate language learners
beyond those seven years.
For that reason, emphasizing those rules through grammar drills or focusing on such rules at the expense
of HOCs is detrimental to your writing practice. These techniques have been widely shown to be
ineffective for learning.
What does this all mean for you? Typos and other grammatical errors are important. However, we need
to determine when to prioritize the attention to this part of the writing and revision process (we will
cover revision in the next section).
In order to make the most of your writing process, avoid getting bogged down in the LOCs early in the
process. Try as hard as you can to stay focused on HOCs. Here’s why: let’s say you give a friend a paper
to give you feedback, and they give you HOCs to work on and also correct all of your typos. A good
writer will then revise the paper, attending to the LOCs. Then, one or two drafts later, they’ll write many
of those typos or errors back into the paper. This makes your friend’s focus on LOCs less helpful.
The best thing to do is to take your work to the Writing Center, read it out loud to yourself, and get
feedback on HOCs from friends. Every writer needs a reader who’s willing to assist with the very
final draft. When you think the content is ready to turn in, ask a friend to help with LOCs and revise
accordingly.
Revision
Research in the field of Writing Studies has demonstrated that revision is more difficult for
inexperienced writers. This difficulty is multi-faceted: instructors and inexperienced writers often do
not share the same terminology regarding writing (What is “grammar” or “flow,” for instance?). What’s
natural about revision to instructors is often not for inexperienced writers, and therefore it’s hard for
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instructors to communicate expectations about writing in ways that are understandable to students; and
because experience with writing is what makes experienced writers able to understand how to develop a
text effectively. The research demonstrates that inexperienced writers will often focus on LOCs, such as
fixing typos and word choice, while experienced writers are able to focus on HOCs such as developing
their ideas or argumentation in order to answer reader questions, or re-organizing a paper so that readers’
needs are met better.
Inexperienced writers may also be confused about how to prioritize different instructor feedback and to
know which comments are more or less important. For example, if an instructor highlights 30 typos and
leaves 2 comments about paragraph organization, the student might get the message that fixing the typos
takes priority and is more significant, since the instructor spent the most time highlighting those and they
take up more visual space. In reality, the organization is likely the more important concern (unless the 30
typos interfere with the instructor’s ability to understand the student’s meaning).
As mentioned earlier, it is important to prioritize when revisions should take place. The linear model
(brainstorm/pre-write, draft, revise, publish) makes it seem like revision should take place only after
drafting and that it only happens once. As the research shows and as we explored last chapter, the
writing process is recursive, not linear. After you brainstorm, you might take your project to the Writing
Center or to your instructor’s office to talk through your ideas, and then you might revise after those
meetings. After you write a first draft, that’s a good time to revise again!
Concluding thoughts on writing
As K-State English professor Abby Knoblauch says, “There’s no one way to write well.” This is a
conclusion shared by most Writing Studies scholars. Through this chapter, we hope we’ve emphasized
this idea, as well as debunked some common myths about writing. Instead, you should now know:
•
•
•
•
•
•

Writing is a practice that can be developed over time;
The writing process is recursive;
Writing is a collaborative process;
Your instructor isn’t your only audience;
You should emphasize HOCs over LOCs in the revision process and
Revision is recursive and often difficult (but you can do it!).

In the Additional Resources section of this textbook, you will find Additional Resources for K-State
Writers. There, you can find some information about writing resources that will help you throughout
your K-State studies.
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YOU’VE

GOT
THIS!
Now that you’ve read two chapters
on writing, think back to your initial
reflection on writing advice.
1. What advice was most helpful to
your development as a writer?
2. What advice would you give to a
friend about writing?

Now that you’ve read this chapter,
you should be able to:
 Define the difference
between LOCs and HOCs
 Decide when to focus on
each category of order of
concern
 Develop your writing
through a recursive,
rather than linear, form of
revision
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CHAPTER 18
Conducting
College-Level Research

As you read this chapter,
you will:
 Develop effective
research topics
and appropriate
sources
 Discover tips for
successful group
work

College research assignments may differ
from what you have done before. In college,
just googling information won’t be adequate
for research assignments, because Google
does not always provide the most accurate or
relevant information. As a college student,
you will need to develop research skills to
help you navigate research assignments and
the vast amount of information in the world.
As such, this chapter will guide you through
research strategies to help you be successful.
The research process
The research process, just like the writing
process, is recursive, as we learned in Chapter
16. This process means that you won’t move
smoothly from one step to the next. Instead,
you will likely return to earlier steps as you
progress before moving on to the next step.
Additionally, different research projects
will require different types of research.
This chapter focuses on library research,
rather than experimental research. However,
there are many online resources that you
can use when engaging in experimental
research, many of which can be found on
university websites. K-State’s Research
page, for example, provides information
about undergraduate research opportunities,
campus resources available, the importance of
research compliance, and much more.
Select topic and research background
information
The first step in research is to pick a general
topic. To do this, think about a topic that
affects you personally, that interests you, or
that you have heard about in the news.4 It is
helpful to choose a topic that interests you, as
you will enjoy the research project more and
are more likely to be successful. Additionally,
it is important to remember that your topic
4 “Step-by-Step & Research Rescue: Basic Research Strategy,” BYU
Library, last modified December 28, 2017, http://guides.lib.byu.edu/
stepbystep.
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will be tied to the objectives of the assignment, so try to balance your interests with the assignment
requirements.
Once you have chosen a general topic, you will want to conduct some background information searches
to help you narrow your topic. If you are already well-informed on your general topic, you might skip to
the next step. However, if you need to do some research to find background information, try browsing
your textbook, online searches, or read recent newspaper articles.5
Develop and narrow topic
To narrow your topic, think about issues surrounding your general topic or consider a consequencebased question, such as “What are the effects of the HIV/AIDS epidemic on minority populations in the
United States?” Another way to narrow your topic would be to create a concept map, like the one below.
You can also ask a librarian for help or visit the Writing Center on campus.

One way to see if your topic is narrow enough is to fill in the blanks of the following statement:6
I am researching ______________________ (topic) because I want to find out
_______________ (issue/question) in order to _______________________ (application: this is
the “so what” question—or why does this information matter?)
Using the HIV/AIDS topic above as an example, your topic statement might look as follows:
I am researching the impact of the HIV/AIDS epidemic on minority populations in the United
States because I want to find out how minority populations are impacted differently from white,
upper-class populations in order to propose ways to combat the additional challenges minority
populations face.
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5 “Research Strategies: The 7 Steps,” College of the Rockies Library Services, last modified January 25, 2018, http://cotr.libguides.com/researchstrategies.
6 “Step-by-Step.”; “The 7 Steps.”

Once you have narrowed your topic, you will likely begin researching. Here are three common problems
you might encounter while researching:7
•
•
•

Too much information: If there is too much information for you to sift through, your topic is
likely too broad and you may need to narrow it even further.
Not enough information: If you can’t find any information on your topic, or you can’t find
enough, your topic is likely too narrow and you might need to broaden the scope of your project.
Many results, but nothing in library databases: If this happens, then your topic is likely too new
and there hasn’t been time for people to develop scholarly sources on the topic. In this case, you
may want to find a new focus for your research or explore alternative methods of presenting your
information.

Find research materials
Finding sources can be easy when you know where and how to look. The first thing to keep in mind
is the type of research you’re conducting. Some research projects will require less scholarly sources,
in which case newspaper articles may be appropriate. Some research projects will require online web
pages, personal interviews, company mission statements, or a variety of other sources. Other projects
will require you to utilize only scholarly sources. If you aren’t sure which type of sources you need, ask
your professor.
For scholarly research, you can conduct searches in a variety of ways. Google Scholar may provide
sources you won’t find in other databases. Additionally, the library’s website has a catalogue search
function and access to numerous databases. If you select your subject area, the library’s website will
provide the different databases that will likely be useful to you.
For example, if you are conducting research for a biology course, and you select the subject “biology,”
the library’s website will provide sixteen different databases that you may find useful. Each database will
have a brief description, so that you can consider which databases will be most useful for your needs.
Try a number of different databases, as you will find different results with each one.
If you find an article or a book that you would like to use that the library does not have access to, you
can request it through interlibrary loan. When you request an article or book through interlibrary loan,
the K-State Library will reach out to other libraries to find a copy of the item you request. That item
will be delivered to you either electronically or via mail. Any texts delivered via mail will be available
for pick up at Hale Library’s Help Desk. An electronic article or book chapter is usually sent within 2-5
days, but often sooner. Any print sources that need to be shipped usually arrive in 3-10 days.
To search, come up with a list of keywords. Take your topic and break it into different concepts. What
are the main ideas of your topic? Then, for each concept, create a list of synonyms.8 On the next page is
an example of a keyword chart that you could use for searching.

7 “The 7 Steps.”
8 Ibid.
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Research Question: What is the impact of the HIV/AIDS epidemic on minority populations?
Keyword One
HIV/AIDS
•
•
•
•

HIV
AIDS
Sexually transmitted diseases
Sexually transmitted
infections
• STDs
• STIs

•
•
•
•

Keyword Two
Impact
Impact
Effects
Results
Consequences

•
•
•
•
•
•

Keyword Three
Minority Populations
Minority Populations
African Americans
Hispanics
Asian Americans
Native Americans
Minorities

Use quotation marks around words to get results with the same exact phrasing. Use an asterisk (*) to
utilize truncation. Truncation means “to shorten by cutting off a part of” or “to cut short”9 and allows
you to search for multiple words that start with the same letters, but end differently, rather than having
to search the words separately. For example, a search of child* would provide results for childhood,
children, and any other words that begin with child.
Boolean phrase searches “allow you to combine words and phrases using the words AND, OR, or NOT
(known as Boolean operators) to limit, broaden, or define your search.”10 Using “AND” only presents
results that have both terms. Using “OR” will provide results with either of the terms. Using “NOT” will
remove results that include the second term.11
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9 Dictionary.com
10 Shauntee Burns, “What is Boolean Search?,” New York Public Library, February 22, 2011, https://www.nypl.org/blog/2011/02/22/what-boolean-search.
11 Ibid.

Changing your Boolean operators can provide a wide variety of results. Try some out to see how
they can vary. Using your research question, create a short list of key words. Combine these key
words in various ways using Boolean operators, to see how the results may vary. For example,
some key words for the research question “What is the impact of violent television on teenagers?”
include “violence” and “television.” For this activity, you might try searching “violence” AND
“television.” Then you might try “violence” OR “television.” Finally, you could search “violence
on television.”
Once you’ve explored the usage of Boolean operators, answer the following questions:
1. How did the Boolean operators affect your search?
2. How might they limit, or broaden, your research?

In addition to online sources, print sources can provide diversity and depth to your research. Books can
provide more detailed information on a topic than an article can. Additionally, books have extensive
bibliographies that can provide more sources for your research.12 The orange “cited by” button on the
Library’s search engine will show you where the source has been previously cited, which may help you
find more recent information on the topic. Some sources will also have an orange “citations” button,
which will show you what sources that article has cited. The screen shot below illustrates where to find
these buttons.

12 “Step-by-Step.”

97

Additionally, the library allows you to put books on hold, so you don’t have to search the stacks
yourself. To place a hold, click on the “Find it at the Library” tab. Under the tab, there should be an
option to click “Request Retrieval,” as noted in the screenshot below.

Evaluate credibility
Once you have found sources, evaluate their credibility to make sure that the source will work for
your research. Evaluating source credibility not only helps to ensure that your sources will meet the
requirements of the assignment, but also that your source material is accurate and relevant to your topic.
Below are the Big 5 criteria13 to help you evaluate your sources.
•
•
•

•
•
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Authority: What are the author’s credentials? Someone who has a Ph.D. in the topic will have
more authority than someone who wrote an opinion piece in the newspaper and does not have a
degree in the subject area.
Accuracy: Does the author cite their sources? If they don’t cite their sources, the article may not
be credible. If they do cite their sources, where are they getting their information? Is it from other
credible sources?
Objectivity: What is the author’s purpose in writing? If the author is writing to persuade, the
piece may be biased. While all sources have some sort of bias attached, those that are attempting
to persuade will likely have a more distinct bias. Depending on your research goals, a source that
is more informative rather than persuasive might be more useful.
Coverage: Is the source information thorough? Are there topics that the source seems to neglect?
It is also important to establish whether or not the source information is supported by evidence.
If the author makes claims with no evidence, the information may not be accurate.
Currency: How recent is this information? A source that is over twenty years old may not be
relevant anymore. Unless told otherwise, it is generally good practice to only use sources that
were published within the last ten years. However, there are some exceptions to this rule. A
pivotal research study, for example, despite having been published more than ten years prior,
may be necessary for your work.

13 “Writing a Research Paper,” Kansas State University Libraries, accessed February 1, 2018, http://guides.lib.k-state.edu/c.php?g=609997&p=4258998.

managers available, they have many of the
same functions. Other citation managers you
might consider using are Endnote, Zotero,
and Mendeley.
Check out the following sources:
source 1, source 2, and source 3. Use
the Big 5 Criteria above to evaluate
the credibility of these sources.
Compare and contrast the sources
using the following questions:
1. Which of these sources would be
useful for an academic research
paper?
2. Which might be useful for a
persuasive essay?
3. Which of these sources would
you not want to use for a
research assignment?

Organizing and managing your sources
There are a number of different types of
sources that are useful for different types of
research. The following links provide some
useful summaries on the different types of
sources you might encounter: Purdue Owl,
SUNY Empire State College, and New
Mexico State University.
It is a good idea to keep all your sources
in one place using a citation manager. A
citation manager can help you to keep track
of your sources and can make it easier to cite
them when you begin writing. K-State has
access to RefWorks, where you can create an
account for free and continue to use it after
you graduate. While there are other citation

If you don’t use a citation manager, it can be
useful to create all of your citations before
writing. For citation guidelines for APA,
MLA, and Chicago, you can look at the
Purdue Owl website. The K-State Library
also has links to various style guides.
Group research
When conducting group research, there
are things you can do to help your group
be successful, such as delegating roles and
communicating effectively. For example, if
your topic has multiple sub-points, you could
assign each group member a sub-point to
research. Try to let each member offer what
talents, interests, and knowledge they can
bring to the group. People are more likely
to follow through if they have a role they
choose. In Chapter 7, you learned about
your top five Strengths. You can use these
Strengths to help each member realize where
they may be most effective, to help maximize
your group’s productivity.
Also, avoid assigning roles that are based
off of timelines. Assigning all the research
to one group member and all of the writing
to another isn’t an effective distribution of
work. The purpose of group projects is to help
you manage the work more effectively, and
simply breaking the work up chronologically
will not effectively solve this problem.
In addition to assigning roles, your group
may want to have weekly meetings. At
these meetings, discuss what has been
accomplished and what still needs to be
done. This can help keep group members
accountable while also keeping the project on
track. Encourage your group to set your next
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meeting at the conclusion of the current one,
with each member leaving with a specific set
of goals to accomplish in the meantime.
Most importantly, make sure that you
communicate. Lack of communication is one
of the biggest reasons group projects fail.
You may want to exchange phone numbers or
set up a GroupMe, so you can communicate
more easily than with email. In addition
to these suggestions, the general research
strategies listed below can be utilized or
adapted for the group work setting.

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:
 Develop research topics
and find appropriate
sources
 Coordinate group
projects effectively
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CHAPTER 19
Presenting Research
You will likely have to present your research
many times throughout college. To help you
become more comfortable with presenting,
this chapter will provide strategies for
creating an effective presentation and for the
presentation itself. With these strategies and
suggestions, you will have the tools necessary
to create a successful presentation and to fight
potential presentation nerves.

As you read this chapter,
you will:
 Explore differing
types of
presentations and
appropriate uses
for each
 Learn the best
ways to create
PowerPoint
presentations for
maximum audience
engagement
 Develop strategies
for presenting

Creating effective PowerPoint
presentations
How many times have you almost fallen
asleep during a PowerPoint presentation?
It is important to carefully construct the
PowerPoint to engage your audience.
While the following guidelines are merely
suggestions, they should help you prepare
a PowerPoint that keeps your audience
engaged, effectively delivers the information,
and is easy for viewers to understand.
Determine objectives
Before creating your PowerPoint, have
some objectives in mind. What do you
want the audience to take away from your
presentation? Consider what information
the audience may already have, so you don’t
waste time explaining topics they already
know.14 Key points that were introduced
during the presentation and reviewed in a
summary statement can help your audience
remember your main ideas.15
Avoid stock templates and use few colors
Avoid using the stock templates that
PowerPoint provides as they are overused.16
Instead, think about what kind of color
scheme or design would enhance your
14 “Presentation Design 101: How to build presentations that really
engage [with templates],” Canva, 2018, https://www.canva.com/
learn/presentation-design-101/.
15 Ben Parr. “12 Proven Strategies to Make Your Presentations More
Captivating,” Inc., May 30, 2015, https://www.inc.com/ben-parr/12proven-strategies-to-make-your-presentations-more-captivating.html.
16 Katy French. “11 Design Tips for Beautiful Presentations,”
Visage, November 24, 2016. https://visage.co/11-design-tipsbeautiful-presentations/.
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presentation’s main point. Create the first slide and save it as a template that you can use throughout.
Using lots of colors can be distracting, so consider choosing 2-3 colors.17 If the template looks like it
might be distracting, try using fewer colors.
Researchers have even explored which colors work best for different types of presentations. For
example, the color blue is calming and conveys a sense of trust. Blue backgrounds are often used
in professional or business settings. You can find more information about how to use colors in your
PowerPoints from Presentation Process and Think Outside the Slide.
Text font, size, and color
The text that you use should be easy to read for all audience members. Use a sans serif font, such as
Arial or Helvetica, as they are easier to read.18 Make sure that the font is large enough so that people at
the back of the room can read the text. At a minimum, use 18pt. font for text and 34pt. font for the title.19
There needs to be enough color contrast between the text and the background.20 If you find that the text
is hard to read from a distance, then you may need to change the color of the text. These strategies for
text will ensure that your audience, even those sitting in the back, can easily read your slides.
Content
When preparing the content for your PowerPoint, lead with ideas. Tell your audience what matters and
give supporting information to back it up. Following are some suggestions for how to organize the
content of your PowerPoint so that the audience can easily digest your information.
Reading directly from your slides prevents audience members from engaging with you and your
presentation.21 Having too many words on a slide causes audience to focus on reading, instead of what
you are saying. Try to focus on 2-3 main points overall, which will make it easier for audiences to
remember your message.22 These main points can then be broken down into subpoints. If you are having
a hard time narrowing your focus to a few main points, talk it out with a friend or visit the Writing
Center.
Put only one main idea on each slide.23 This will make the information more easily digestible. Try to
avoid using bullet points, as bullet points can make it easy to put too many ideas onto one slide.24 If you
want to use bullet points, try to keep them to a minimum. Recommendations for text length vary, from
6-10 words per slide25 to no more than six lines of text26 to no more than thirty words. Regardless of this
variation, check that your slides are not overwhelmed with information and that you are sticking to the
main point. Asking a friend what they think can help you decide how much is too much to include on a
slide.
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17 Lynn F. Jacobs and Jeremy S. Hyman. “15 Strategies for Giving Oral Presentations,” U.S. News & World Report, February 24, 2010. https://www.
usnews.com/education/blogs/professors-guide/2010/02/24/15-strategies-for-giving-oral-presentations.
18 French, “11 Design Tips.”; “Presentation Design 101.”
19 Ryan McCready. “108 Best Presentation Ideas, Design Tips, & Examples,” Vengage, September 12, 2017. https://venngage.com/blog/presentation-ideas/.
20 French, “11 Design Tips.”
21 Jacobs and Hyman, “15 Strategies.”
22 Ibid.
23 “Presentation Design 101.”; McCready, “108 Best Presentation Ideas.”
24 French, “11 Design Tips.”; Parr, “12 Proven Strategies.”
25 “Presentation Design 101.”
26 French, “11 Design Tips.”

It is best practice to have notes with you as a reminder of what you want to say. You can use notecards
or the PowerPoint speaker note function. During the presentation, the speaker note function will let
you, but not the audience, see the notes that you created.27 This can be a nice way to have notes for the
presentation while keeping your hands free.
Photos, graphs, and images
Instead of using stock photography, which is overused and often looks staged, try finding photos from
Creative Commons.28 Use high-resolution images when possible, as they will look much better when
enlarged on the screen for the presentation.29 No matter what kind of image or photo you use, make sure
that it directly relates to your topic, so that it enhances your message.30
Keep any charts or graphs simple, as they will be easier for viewers to read and understand.31 Avoid
overwhelming people with too many numbers or charts. A multitude of numbers can be hard to
visualize.32 If you have a lot of data, put a story with the numbers to make the information more
digestible. Finally, only use one image, chart, or photo per slide, so your slides are easy to follow.33
Use handouts
While PowerPoint is an incredibly useful tool for presentations, it does not guarantee that people
will remember what they learned from your presentation. Whenever you present information, it is
always useful to create a handout that summarizes your points to give to audience members after the
presentation, especially since graphs and charts can sometimes be hard to read from a screen.34
Presentation strategies
Creating a PowerPoint is only half of a successful presentation. You can be an effective presenter when
using the following strategies.
Practice your presentation
To be most effective in delivering your presentation, you will want to practice—and practice again and
again. The more you practice, the easier it will be to fight through any nerves when presenting, and it
will likely make you feel more comfortable about presenting in general. Practicing your presentation
gives you a chance to plan what you want to say without reading directly from the PowerPoint
and will help you move smoothly from one point to the next. Practicing is also helpful if you have
time constraints in which to work because it can help you figure out the necessary pacing for your
presentation.35
To practice, you might consider presenting to some friends or family members and ask them to provide
constructive feedback. You might also consider recording yourself and then watching the recording to
see how you present and improve your presentation skills.36 This will also provide you an opportunity
27 Jacobs and Hyman, “15 Strategies.”
28 Parr, “12 Proven Strategies.”
29 “Presentation Design 101.”
30 “Presentation Strategies.”
31 McCready, “108 Best Presentation Ideas.”
32 Jacobs and Hyman, “15 Strategies.”
33 McCready, “108 Best Presentation Ideas.”; French, “11 Design Tips.”
34 “Strategies for Giving a Successful Presentation,” Universal Class, 2018, https://www.universalclass.com/articles/business/strategies-to-give-a-successfulpresentation.htm.
35 Jacobs and Hyman, “15 Strategies.”; Parr, “12 Proven Strategies.”
36 Parr, “12 Proven Strategies.”
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to count your “ums.” People often say “um”
or other filler sounds when they are thinking
of what to say next, but this leaves you
sounding unprepared. Instead, try replacing
any “ums” with silence.37 Practicing your
presentation can help you to feel comfortable
with silence.
Effective presentation persona
An important aspect of your presentation
persona is dressing appropriately for your
presentation. This does not mean that you
need to wear a business suit for every
presentation, though in some instances it is
the appropriate choice. Instead, go for slightly
more formal than what your audience will be
wearing. Consider wearing something neutral,
such as subtle patterns or solid colors.38 If you
are in need of business professional clothing,
K-State has Cat’s Closet in the Career Center,
where you can go to borrow the clothes you
need.
Always arrive early for your presentation.
While it can be tempting to start a
presentation with an excuse, such as “I didn’t
get much sleep last night” or “I am fighting
off a cold” in case the presentation doesn’t
go as planned, avoid making any excuses.
Providing excuses just gives the audience
license to distrust what you are about to say.
Remain confident and don’t let the audience
know if you only got two hours of sleep.40
If you have practiced your presentation, it
should be easy to remain confident, because
you know the material well.
39

While it is important to be professional, it
is also important to be yourself. Let your
personality come out. It can help the audience
get to know you better and to engage more
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38 “Strategies for Successful Presentations.”
39 Ibid.
40 Parr, “12 Proven Strategies.”

in your presentation.41 Being yourself, rather
than trying to suppress your personality,
can also help you to feel more comfortable
with the presentation. Enthusiasm will
also help the audience to engage with your
presentation.42
Fighting nerves
Public speaking can be stressful for many
people. One of the best strategies you can
use to fight nerves is to breathe. Take ten
deep breaths, breathing in and out slowly.
Breathing deeply and slowly helps to slow
your heart rate and can help to reduce
nervousness.43 Feeling confident in your
presentation can also help you to feel
more relaxed. If you have practiced your
presentation numerous times, you are less
likely to feel nervous.44 No matter how
nervous you feel, try to appear relaxed, so
your audience sees only your confidence.45
Speak slowly
Speak slowly and clearly when you present.
Presenters often speak so quickly that people
cannot understand them.46 Feeling nervous
often causes people to speak quickly, so
taking deep breaths can help you to slow
down during the presentation. It’s okay to
take a moment and pause, especially if it will
help you from speaking too quickly. If you
are approaching your time limit, try dropping
a point or briefly summarize the remaining
information rather than speeding up. You can
always address questions about the points
you summarized after the presentation is
complete.47
Interact with the audience
Interacting directly with the audience can
41 “Strategies for Successful Presentations.”; Jacobs and Hyman,
“15 Strategies.”
42 “Strategies for Successful Presentations.”
43 Ibid.
44 Parr, “12 Proven Strategies.”
45 Jacobs and Hyman, “15 Strategies.”
46 Ibid.
47 Ibid.
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help to keep them engaged. On a basic level,
this means making eye contact with members
of the audience. You don’t have to make eye
contact with every person; just pick a few
people.48 Making eye contact helps you to
keep the audience’s attention and allows you
to watch the audience for their reactions.
Watching for reactions can help you gauge
how the audience feels about what you are
saying, allowing you to adjust if necessary.49
In addition, you might engage your audience
by asking them questions, facilitating an
activity, or finding other ways to get the
audience directly active in the presentation.50
If you decide to engage your audience
members by asking them questions, try using
open ended questions instead of closed or
“yes” or “no” questions. For example, instead
of asking “Did you have a good break?,” you
might ask “What did you do over break?” If
you aren’t able to have the audience actively
participate in the presentation, it is important
to make them feel like you are actively
speaking to them. This means speaking to
your audience and not turning your back to
them.

GOT
THIS!
Now that you’ve read this chapter,
you should be able to:
 Develop an effective
PowerPoint presentation
 Feel confident when
presenting your research

If you don’t have to read from your slides,
but instead have notes to work from (and
have practiced your presentation) then you
will be able to remain facing your audience.
Try stepping out from behind the podium
and walking among the audience, or at least
around the front of the room. This will help to
keep the audience engaged as you are directly
interacting with them.
Most importantly, remember how hard you
have worked and how well you have prepared
for this presentation. You know the material,
so just take a few deep breaths and be
confident. You’ve got this!
48 Jacobs and Hyman, “15 Strategies.”; “Strategies for Successful
Presentations.”
49 “Strategies for Successful Presentations.”
50 Ibid.
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MANAGING YOUR TIME

College courses move more rapidly than high school, and you will be asked to do much more
independent reading and research than you are familiar with. Managing your time well from the
beginning of a project will help you avoid scrambling to complete your work before the deadline. Here
are some strategies for managing your time before and during the research process to help keep you on
track.1
Make a to-do list and prioritize tasks
Creating a To-Do List at the beginning of the research process helps you to organize and visualize the
different tasks that you need to complete. Creating a prioritization chart, like the one below, can help
you to prioritize your tasks, so you know which tasks need to be completed first and which can wait until
later.
Urgent

Important

Not Important

Not Urgent

Do Right Away (first)
• Complete biology homework due
tomorrow
• Oil change due

Plan to Do ASAP (second)
• Continue conducting research for paper
due in one month
• Exercise

Schedule Later or Delegate (third)
• Schedule study abroad meeting
• Re-write club by-laws

Dump or Postpone (fourth)
• Watch Netflix
• Play video games

Set short-term and long-term goals
Setting goals gives you something to work towards and can help you to know what kinds of tasks need
to be on your To-Do-List. Setting manageable short-term goals can help make the long-term goals seem
more achievable. Try setting different types of goals to see what works for you: daily, weekly, monthly,
or even semester-long goals. Leave room for changes, in case things don’t go as planned.
Break down tasks
Break big tasks into smaller, more manageable tasks. This will help you to achieve your short- and longterm goals without getting overwhelmed. For example, if you are conducting research on the impact
of the HIV/AIDS epidemic on minority populations, the task “complete research” is too big and timeconsuming to manage as one. Instead, break it into smaller steps, such as “search/identify three sources,”
“read three sources,” and “synthesize the learning from the readings.”

1 The information for this section on time management comes from the following source: “Time Management,” Purdue University Undergraduate Research,
accessed February 1, 2018. https://www.purdue.edu/research/Ugrad/lrnresources.php?opt=time_management#time_management or https://www.purdue.edu/
research/Ugrad/docs/scripts/Time_Management.pdf.
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Organize your time and create habits
Organize your time by dedicating specific
hours each week or day to a specific task.
For example, for a big research project, you
might dedicate an hour every day, ideally at
the same time each day, to completing the
different research tasks. Consider what your
A Time and B Time are. A Time is the time(s)
of the day in which you are most productive.
B Time is when you are least productive. For
example, some people find that they are most
productive in the mornings. That would be
their A Time.
Knowing what your A Time and B Time are
can help you to determine when would be
good times to dedicate to specific tasks.
Having a designated location as your work
space can also help you to remain focused
because your brain knows, “this is my work
space, not my space to watch Netflix and
scroll through Facebook.” There are many
campus locations, in addition to places in
your living space, that make for excellent
work areas. Student favorites include the
study alcoves in the upper floors of Hale
Library, the Academic Resource Centers in
Derby and Kramer Dining Centers, and quiet
spaces in their departmental buildings. Try
a few until you find a place that works best
for you, keeping in mind the accessibility
(is it easy to get to?), low-traffic to limit
distractions, electrical outlets for charging
phones and laptops, and any other necessities
for you to be successful.

An Activity Log1 is a written record
of how you use your time. Creating
an Activity Log can help you evaluate
how you spend your time and
determine what your A Times and your
B Times are. For an Activity Log to be
effective, you will need to track your
activities across several days.
To keep an Activity Log, document
the date and time, activity description,
how you feel, duration, and the value
(high, medium, low, none). Log this
information for each new activity,
such as responding to emails, reading
for class, or watching Netflix. After
a few days of logging your activities,
you can review the results using the
following questions:
1. At what times of the day do you
seem the most productive?
2. At what times of the day do you
seem the least productive?
With this information, you can
begin to create a schedule of tasks to
maximize your productivity.

1 https://www.mindtools.com/pages/article/newHTE_03.
htm
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Avoid procrastination by taking breaks
If you are finding it hard to focus and get work done, sometimes it is good to take a small break. Go for
a walk, watch an episode of a TV show, or have a snack. Allowing your mind to take a break can help
you to stay focused when you return to work. Don’t force yourself to work for hours until something is
done. You will be more successful if you take regular breaks.
Commit to your goals
Tell your family or friends your goals for the week. Having to tell them that you didn’t complete your
work can be undesirable, which can help to keep you from procrastinating. Or, if you feel your family
and friends won’t be as motivating, ask a mentor to track your goals.
Review your progress
As you work, it can be helpful to periodically, perhaps every week, re-evaluate where you are and what
still needs to be done. This will allow you to adjust your To-Do List, goals, and prioritization as needed.
Think about how you normally manage your time. What areas do you seem to struggle with? Being
aware of the areas in which you struggle, can help you to determine which time management strategies
will be most useful for you. Additionally, eating right, exercising, and getting plenty of sleep will keep
you healthy. These habits make it much easier to remain focused when you are trying to complete tasks.
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ADDITIONAL RESOURCES
FOR K-State STUDENTS

Below are resources—both on campus and online—to assist you in the process of becoming a successful
college student at any point in your journey. Remember that successful students clarify confusion and
manage their learning. Each of these on-site campus resources can help you in this process.
Counseling Services and the College Learning Effectiveness Inventory (CLEI)
The CLEI is the College Learning Effectiveness Inventory. It will provide you with individualized
feedback on your personal “success factors,” such as academic self-efficacy, organization and attention
to study, stress, college involvement, emotional satisfaction, and class communication.
Academic Coaching in the Academic Achievement Center (AAC)
Academic Coaching is a free service offered to all K-State students. Professional team members meet
with students one-on-one to support them as they identify and reach academic goals, develop study and
life skills, overcome challenges, and find motivation and purpose.
Holtz Hall Tutoring Center in the Academic Achievement Center (AAC)
Tutoring is a free service offered to all K-State students. Holtz Hall offers tutoring services for nearly
150 courses with peer tutors who have excelled in the course. They offer a wide variety of formats
ranging from scheduled appointments to walk-in tutoring, in convenient locations including the
residence halls.
The Writing Center at K-State
The Writing Center at K-State is a free resource to all students. The Writing Center has trained peer
consultants that can discuss one-on-one at any stage of the writing process. In these appointments, you
can discuss your project, your concerns, and any questions you may have. Consultants provide feedback
through collaborative learning to help increase students’ confidence, proficiency, and ownership in
writing. The Writing Center also offers online appointments, where you can upload your work (up to
eight pages) and receive written feedback within 48 hours.
To make an in-person appointment with the Writing Center, go to the Writing Center’s home page
and click “Make an Appointment” or go to this direct link. From there, you can log in and make an
appointment, using the online portal. If you do not have an account yet, you will first need to create an
account, by clicking on “Register for an account.” Once you have created an account, you can go to the
schedule to find a time and consultant that works for you. Any of the white blocks on the schedule are
open for you to make an appointment. Click on the block, fill out the required information, and click
“Save Appointment.” You will receive a confirmation email once you have created an appointment. Pay
attention to the location of your appointment, as not all appointments are located in the Writing Center
(ECS 122D) and are rather in satellite locations across campus. Appointments can be modified once they
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have been made by logging in and clicking on your already created appointment, which will now be an
orange block. The Writing Center also offers walk-in appointments, as consultants are available.
To make an online appointment, select the online schedule from the menu at the top. The process for
creating an online appointment is the same as an in-person appointment. Once you have created your
online appointment, make sure to upload the file you would like the consultant to review.
If you have questions or need help creating an appointment, you are always welcome to stop in the
Writing Center during normal hours and a peer consultant can help you. You can also contact the Writing
Center via email at writing@k-state.edu or during normal hours by phone at (785) 532-0842.
Purdue OWL
Purdue OWL is an online resource that is incredibly useful for writing. Purdue OWL provides guides
for APA, MLA, and The Chicago Manual of Style writing, including formatting, style, and citations. For
the different styles, Purdue OWL will provide a description along with an example, which makes this
resource easy to follow and easy to use. For example, if you have a question about how to cite a source
with multiple authors, Purdue OWL will provide the specific directions and an example so that you can
see how to use the style properly. Purdue OWL also provides sample papers for the different styles, with
commentary throughout, so that you can see how the style works holistically.
Purdue OWL also provides a guide for grammar. The grammar page of Purdue OWL walks through
numerous grammar rules, providing examples to illustrate how the rule works. If you have a question
about grammar, the Purdue OWL grammar site may be a great place to start. In addition, Purdue
OWL provides information about academic writing. Here, you can find information about establishing
arguments, being concise, sentence variety, and much more.
While Purdue OWL may not answer every single question you have about specific writing styles or
grammar, it does address many common questions and can be a great place to start looking when you
have a question. For questions that are not answered on Purdue OWL, you may need to consult the
official style handbook or another grammar resource. Information about the online handbooks for APA,
MLA, and The Chicago Manual of Style (the three most common styles) are located below. If you have
questions about a different style, your professor may know where you can find that information.
APA online handbook
The APA Style website provides an FAQ page where the most common APA style questions are
answered. This page provides examples of how to cite a variety of sources. Unfortunately, some of
the answers require you to have access to the official APA Handbook, so this online resource is not as
comprehensive as Purdue OWL may be. If you need a physical handbook, you can request one from the
K-State Library.
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MLA online handbook
The MLA Style Center is another online resource. Because this information comes directly from MLA,
it will have the most accurate and up-to-date information. However, their website is not as user-friendly,
so it may be more useful to use Purdue OWL for more basic questions. The MLA Style Center, however,
can be useful if you have very specific questions that are not answered on the Purdue OWL site. The
MLA Style Center offers a quick Works Cited Guide and a practice template that you may find useful.
The website also provides an FAQ page where you can see questions other users have had and ask your
own questions. The FAQ page may be useful for specific questions that you have, as you can search the
list of questions people have asked.
The Chicago Manual of Style online handbook
The Chicago Manual of Style provides a Citation Quick Guide and a Questions and Answers page that
you may find useful. As with the MLA Style Center, The Chicago Manual of Style website is not as userfriendly as the Purdue OWL website, so you may find it easier to start with Purdue OWL.
K-State Library databases
K-State Libraries has numerous databases that you can use to assist with research when writing. Chapter
8, which discusses research strategies, provides more information on K-State Library databases and
other strategies and resources that you can use.
Additional writing resources
There are numerous resources online that you can use to assist in the writing process. The Harvard
Writing Center has extensive resources that may be useful, from understanding assignment guidelines to
essay structure to brief guides for writing in specific disciplines. Amherst College’s Online Resources for
Writers page also provides numerous links to resources and other sites that may have useful information.
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GLOSSARY OF TERMS

AAC—Academic Achievement Center

Provides support services and resources to help students
succeed, including student success courses, tutoring,
supplemental instruction, and academic coaching.

Academic Year

The school year running from fall to spring. Most U.S.
universities’ academic year begins in August or September.

ACC—Assistant Community Coordinator

ACCs are graduate students who live in the residence halls and
assist the full-time Community Coordinators. They help with
the day-to-day operations of a residence hall. They often meet
one-on-one with RLAs, act as mentors, and help RLAs with
programming in the halls.

Advisor

Person within your department or college that is available
to help you make course enrollment decisions and plan for
graduation.

Alumni

The group of people that have previously graduated from the
same college or university.

Associate’s Degree

Degree awarded to students who graduate from community
college, usually after two years of classes.

Audit

If an instructor allows you to audit their course, you will be
able to attend the class and learn the material, but will not
receive credit and will therefore not be graded. Requirements
for auditing a course vary for professors.

Bachelor’s Degree

Degree awarded to students who graduate from a four-year
college or university. Bachelor’s degrees are usually awarded
after four years of classes, but can take up to five years
depending on the degree.

Canvas

Canvas is a learning management system, accessed through
KSOL. On Canvas, you can view any files your professor has
uploaded, view and submit assignments, email your classmates
or professor, and much more. Online courses are taught
primarily through Canvas.

CAT Cash

A pre-paid, declining balance debit account connected to
your Wildcat ID card. Used only for purchases on the K-State
campus.

CAT—Connecting Across Topics
Communities

CAT Communities connect students with similar interests
through two regular courses and a one-hour connections
course. Four types: residential, interest-based, preprofessional, study abroad.
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CC—Community Coordinator

CCs are full-time professionals who live in the residence halls
and oversee hall staff and day-to-day operations of the hall.
They mentor RLAs and help with programming in the halls.

Co-curricular/Extracurricular activities

Lectures, field trips, out-of-classroom events. These can
include field trips to the K-State Research farm, visiting a
physical therapy office, attending a lecture as a class, or going
to Call Hall to get ice cream and connect socially.

Commencement

The official title of the graduation ceremony.

Connections Course

The one-hour class that connects the two larger lecture courses
in a CAT Community. Usually categorized as a DAS 195 class,
but GENAG 200, BAE 101, and LEAD 195 are also used.

Counseling Services

Counseling Services, currently located on the second floor
of the English and Counseling Services building, provides
counseling services to students for various needs. Students
can receive decision-making, skill building, and mental health
support. The first four visits to Counseling Services are free to
all students.

Course Catalogue

A catalogue or list of the courses offered by a university.

Course Number

The number associated with a specific course, such as History
101. This number will be needed in order to enroll in the
course.

Course Policy Statement/Syllabus

Course policy statement and syllabus are used interchangeably. This refers to the list of policies that guide the course,
including attendance policies, expectations of the course, and
the instructor’s office location and office hours.

Credit Hour

The number of hours assigned to a class, which often reflects
how many hours you will spend in that course per week. The
number of credit hours you take in a semester will determine
whether you are a full-time or part-time student.

Cumulative

Often used in terms of an exam. If an exam is cumulative, it
will cover all of the material covered in the course up until the
exam.

Dead Week

The week before finals week. Referred to as “dead week”
because some colleges and universities cancel all classes
the week before finals so that students can study, essentially
making campus “dead.” However, many colleges do not
cancel classes during dead week.

Doctorate

The highest degree available. Students must receive a
Bachelor’s degree before they can earn a doctorate. Depending
upon the field, students may or may not earn a Master’s
Degree before they earn their doctorate.

Drop/Add

During enrollment and the beginning of a new semester, many
students add and drop classes. To add a class is to add a class
to your schedule. Dropping a class removes a course from
your schedule.

ECS—English and Counseling Services

Located west of Hale Library, ECS houses K-State’s English
Department and Counseling Services.

eID

Your K-State username, used to access saved applications,
enroll in classes, accept financial aid, sign into K-State email,
view online paychecks, access student financial records, access
Canvas, and much more.

Elective

A course that you elect or choose to take, usually outside
of your major. Electives are usually taken to fulfill general
education requirements, to fill extra credit hours, or just for
fun.

FAFSA

The Free Application for Federal Student Aid. The FAFSA
must be completed each year in order to receive need-based
aid from the government, such as the Pell Grant or work-study
awards.

Financial Aid

Money you receive for college tuition or college expenses.
Some financial aid must be paid back, such as loans, while
other forms of financial aid, such as grants or scholarships, do
not need to be paid back.

Fraternity

A social organization of men, often organized around a
common interest, such as a major or a religion. Some
fraternities are more general and function more as a group
where you can get involved and meet new people. Fraternities
often have philanthropies that they raise money for, in addition
to participating in service, social, and academic activities.
Some fraternities are co-ed (co-ed fraternities will likely not
have a house to live in).

Freshman

First-year college student. Some students start college with
enough college credits to be considered Sophomores in their
Freshman year.

Full-Time Student

Students enrolled in a minimum of 12 credit hours each
semester. The number of credit hours required to be considered
full-time may vary by university.

FYS—First Year Seminar

Large lecture classes are capped at 22 students. Professors
who enjoy teaching first-year students use interactive learning
techniques to teach content. All of the FYS classes fulfill KState 8 requirements.
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General Education (Gen Ed) Classes

General Education courses are the courses outside of
your major or minor that you are required to take in order
to graduate. At K-State, these courses are referred to
as the K-State 8. The K-State 8 areas include Aesthetic
Interpretation, Empirical and Quantitative Reasoning, Ethical
Reasoning and Responsibility, Global Issues and Perspectives,
Historical Perspectives, Human Diversity within the U.S.,
Natural and Physical Sciences, and Social Sciences.

GPS—Guide to Personal Success

K-State First’s mentoring program. First-year students are
matched with a professional at K-State (professors, grad
students, staff members, etc.) and meet at least three times a
semester.

Grade Point Average (GPA)

On a four-point scale, the average of the grades you have
received in all of the courses you have taken.

Grant

A form of financial aid that does not need to be re-paid. Many
grants come from the government.

Greek

Fraternities and Sororities. The use of “Greek” or “Greek
System” is being phased out by many colleges and universities
as the term is confusing for many international students.

HDS—Housing and Dining Services

HDS oversees all of the residence halls and dining centers on
campus. While HDS works most closely with RLAs, HDS and
K-State First work closely together to hire, train, and support
all of the learning assistant staff.

HRIS

If you have a campus job, this is the portal (through KSOL)
where you can access information about your job, including
your salary, and it is where you would record your hours for
that job.

Internship

A temporary job, paid or unpaid. Internships are often taken in
your specific field or major. Some universities will allow you
to receive college credit for your internship.

Intramurals

A sport organized by the university that is not the official
university team and does not play against other school teams.
Intramural sports have different teams of students across
campus who then play against each other.

J Lots

Parking lots designated for Jardine Terrace

Junior

A third-year college student.

K Lots

Parking lots designated for government/state vehicles

KSBN—K-State Book Network

The university common read program; every incoming
freshman receives the same book and is to read it over the
summer.

KSF—K-State First

The university’s first-year experience program that oversees
CAT Communities, First-Year Seminars, GPS, and KSBN. Our
office is in Holton Hall 014. Please come and see us!

KSIS

The online portal, accessed through K-State Online (KSOL),
where you can enroll in classes, view your student bill, apply
for graduation, and complete other requirements.

KSOL—K-State Online

The online platform through K-State that provides you access
to KSIS, HRIS, Canvas, and your Webmail. To access KSOL,
just go to the K-State homepage and click “sign in.”

LA—Learning Assistant

An upper-level student who has already taken one of the
larger lecture courses. They help students in and out of the
classroom.

Loan

Financial aid that must be re-paid. Loans can come from the
government or from private banks.

Major

The major concentration of your college career, the courses or
degree you focus on. For example, if your major is biology,
you will take more biology classes than other courses.

Master’s Degree

A degree awarded to graduate students. This degree must be
completed after the Bachelor’s degree and often requires a
minimum of one year of study, often more.

Minor

The minor concentration of your college career. If you have
a minor in history, you will take more history classes than
other classes, but not as many as you would if you majored in
history.

Non-Resident

A student who is not an official resident of the state in which
the public university is located. Tuition for resident students
is cheaper at public universities than tuition for non-resident
students. Sometimes called out-of-state.

O Lots

Parking lots designated for commuting students

Office Hours

The hours during the week that a professor will be available
in their office to meet with students. Office hours vary for
professors, but are generally considered walk-in, so it is not
necessary to have an appointment to stop by. However, many
professors are available outside of office hours, so long as you
make an appointment.

Old Stadium/Welcome Center

The Berney Family Welcome Center is located in what is
sometimes referred to as the Old Stadium, which is across the
street from the parking garage. The Welcome Center houses
the university’s New Student Services and the Career Center.
Sometimes events or guest speakers will be located in the
Welcome Center as well.
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Online Classes

Courses taught primarily online through the University online
system. K-State online courses are taught through Canvas.

Part-Time Student

A student enrolled in fewer than 12 credit hours during the
semester. Many non-traditional students and students who
work full time, enroll as part-time students.

Powercat Financial

Trained financial counselors, offered through K-State, who
can provide free information and education to current enrolled
K-State students. Topics include budgeting, credit use,
student loan planning and repayment, saving, managing debt,
transitioning to work after college, understanding job offers
and employment benefits, and identity theft.

Prerequisite

A course required before a secondary course may be taken. For
example, Spanish I is a prerequisite for Spanish II (meaning
you have to take Spanish I before you can take Spanish II).

Private University

A university that is privately funded, often by alumni and
donors. Tuition for private universities is the same for all
students (before scholarships and grants).

Public University

A public university is funded by the state government in which
the university lives. Tuition is thus cheaper for students who
are residents of that state.

R Lots

Parking lots designated for residence halls

RCC—Residential CAT Community

CAT Community where students live in the same hall or
complex together as well as take classes together.

Resident

A student who lives in the state where a public university is
located. Requirements to qualify for residency vary by state,
but often requires your permanent residence to be in the state
for a minimum of a year (possibly more). Sometimes called
in-state.

Scholarship

A form of financial aid that does not need to be re-paid.
Scholarships can be awarded based on a variety of criteria,
including merit or financial need.

Semester

A way to break up the academic year. Universities that have
semesters often have a fifteen week fall semester and a fifteen
week spring semester (in addition to a shorter summer term).
Courses often run semester long, with new courses starting at
the beginning of a new semester.

Senior

A fourth-year college student

Sophomore

A second-year college student

Sorority

Similar to fraternities, sororities are a social organization
of women, often organized around a common interest,
such as a major or religion. Sororities also raise money for
philanthropies and participate in service, social, and academic
activities.

Student Life

Provides support services to students to help promote student
success in the classroom and life. Support services include
crisis assistance, critical incidence response team, student
of concern services, campus safety, student code of conduct,
student legal services, off campus housing support, and more.

T Lots

Parking lots designated for faculty/staff and commuting
students

Teaching Assistant (TA)/Graduate
Teaching Assistant (GTA)

A Teaching Assistant, usually an undergraduate student who
has taken the course previously, assists an instructor in a class.
Responsibilities of a TA vary depending on the department and
professor. Graduate Teaching Assistants are graduate students
that also assist with a class. Some graduate students also teach
courses on their own.

Term

The length of time you take a class. Many universities use
semesters for their term length. However, some use quarters,
breaking up the academic year into fourths, while some use
trimesters, breaking the academic year into thirds (excluding
the summer term).

The Rec

The Recreation Complex on campus, located north of the
Jardine apartments next to the Tennis Stadium. The Rec offers
various fitness services, including access to gym equipment, a
pool, intramural sports, a climbing wall, group fitness classes,
and much more.

Transcript

An official record of the courses you have taken, the grades
you received, and the time you spent at a college or university.

W Lots

Parking lots designated for faculty/staff

Webmail

The K-State email portal, which can be accessed through
KSOL.

Withdrawal

Withdrawing from a course. There are deadlines for the
university to withdraw from a course (stop taking the course)
before a Withdrawal (W) will be placed on your transcript
to designate that you started the class, but never finished.
Withdrawal may also refer to withdrawing from the university,
as in you stop attending classes and are no longer an enrolled
student.
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Work-Study

Part-time work offered by the university as part of your
financial aid package. Money earned goes towards tuition or
other college expenses.

Writing Center

The Writing Center collaborates with writers to help students
become better writers. More information on the Writing Center
can be found in section #.

Y Lots

Parking lots designated as restricted

Z Lots

Parking lots designated for any valid KSU parking permit
except for LR (Life and Rec)
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